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says the new 
PAGE GAGE 











| PAGE GAGE alone saves retyping hun- 
me dreds of pages a month. It saves station- 
_® ery, time — and tempers. 


New Super-Support Segment permits 
an all-new luxury “write” no other type- 
writer can match. New 4-Way Ribbon 
Control, new Scale Scope, Error Con- 
trol, Automatic Margin, Colorspecd Key- 
board and many more. 


Call any Smith-Corona branch office 
or dealer for a demonstration. 


Smith-Corona 


OFFICE TYPEWRITER 


LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 NY Canadian factory and offices, Toronto, Ontario. Makers 
also of famous Smith-Corona Portable Typewriters, Adding M achines, Vivid Duplicators, Ribbons and Carbons. 
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You'll Get Superior Copies with These 
Hammermill “Office Printing” Papers 


HAMMERMILL 
MIMEO-BOND 


America’s most 
popular watermarked 
mimeo paper! 


Your price lists, bulletins and 
other mimeographed pieces re- 
produce sharply, are easy to 
read, when you put them on 
Hammermill Mimeo-Bond. This 
outstanding paper produces 5,000 
legible copies 
Absorbs 
nimeograph ink quickly, takes 


or more clean, 
from a single stencil. 


pen writing without feathering 
or striking through. Hammermill 
available in 
white and seven distinctive 


Mimeo-Bond is 


velopes 
mailings. 


New Masthead 
| Kit of Hammer- 
aS mill Papers con- 

taining _ striking, 

practical masthead 
specimens on both Hammermill Mimeo- 
Bond and Hammermill Duplicator. Also 
informative booklets, “Better Stencil 
Copies” and ‘‘Duplicator Facts.’’ Send 
for yours today. 
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: HAMMERMILL 
DUPLICATOR 


for clear, bright 
copies on either spirit 
or gelatin machines 


plicator 
quickly, 


paper, one girl 


tain their brilliancy. 


ference reports, sales 


This fine duplicator paper is spe- 
cially produced to meet require- 
ments of spirit and gelatin type 
duplicating machines. Using the 
machine and Hammermill Du- 
can 
literally turn out the 
work of ten—in the production 
of clear, bright copies that re- 
Ideal for 
obtaining multiple copies of con- 
letters, 
bulletins. Available in white plus 


five attractive colors with en- 


velopes to match. 


Hammermill Paper Company 

1463 East Lake Road, Erie 6, Pa. 

Please send me the new Hammermill Masthead 
Kit plus ‘Better Stencil Copies” and ‘‘Dup.icator 
Facts.” 
Name 








Position 
(Please attach to, or 
letterhead) 


business 
TO-AUG 


write on, your 


| 
1 
4 
; 
1 
1 
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——" ONE Oar? 


Trying to row with one oar is like 
trying to operate inside and outside 
telephone traffic with a single 
system. It requires two—your 
regular city ‘phones for in- 

coming and outgoing calls, and 
SELECT-O-PHONE for all inside 


communications! SELECT-O-PHONE 
operates independently of your 
switchboard, requires no operator! 
And it permits you to talk with 

from one to 55 inside stations, 
individually or collectively! 


KELLOGG; Seleat O-Phone 


THE [nsloe VOICE OF BUSINESS 


An Associate of International Pictinis and Telegraph Corporation 


SELECT-O-PHONE DIVISION, Dept. 10-H 
KELLOGG SWITCHBOARD AND SUPPLY COMPANY 
6650 S. Cicero Ave., Chicago 38, Ill. 

Please rush your new 

“Hear's How’ Book- NAME_ 

let that explains how 

| can benefit from COMPANY 
SELECT-O-PHONE ADDRESS 

Dial Intercommunica- 


ZONE STATE 
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How Duplicating Stretches the Taxpayer's Dollar 
New Books 


How to Prepare Masters for Office Duplicating Irvin A. Herrmann 
(The complete Contents of the above article appears on page 47) 


Operation and Control of an Office Duplicating Department............George J. Hart 
Photocopy Duplicating Speeds Railroad Freight Handling..............M. W. Anderson 


Sunoco's Charge Account System ... 


NOMDA Convention Sets Record in Dallas 
Formula for Hot Weather Closing .. 


Office Management in Government: 


Tne Navy Department's Office Equipment Program 
New Products ......... 

News of the Office 

National Conference & Exhibit Calendar 

Job Opportunities for Accountants 

News of the Industry ............... 

Pr Wee Bae NE on eS 


WILLIAM SCHULHOF, Publisher 
WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 


THE OFFICE is published on the first ef every month by Office Publications Company, 270 Madison Avenue. 
New York 16, N. Y. Telephone: LExington 2-2245. Cables: ‘“‘Wilhof, New York.’’ Also publishers 
of LA OFICINA, Spanish Edition of THE OFFICE, and OFFICE EQUIPMENT EXPORTER. 
SUBSCRIPTION 
One Year $2, Two Years $3, te U. S., Possessions and Canada. 
One Year $3, Two Years $5, to “all other countries. 


Member ef Centrolled Circulation Audit, Inc. 
and National Business Publications, Ine. 


CIRCULATION OF THIS ISSUE OVER 27,000 COPIES 
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It's here! New Bruning Copyflex 14 


First desk-side machine for copying any size office form! pple COPYPLEX coors? soup suvtagst 


Speeds Ordering, | icing, Prods Control, 1. COPYPLEX saves life insurance com- 
2 adie ; pany $100,000 yearly via loan proc- 
Accounting, Purchasing, Shipping, Reports! : ceting ayetauh 
, , , , ° 2. COPYFLEX saves hardware wholesaler 
Now, for the first time, with the new Bruning COPYFLEX 14's Sp gente tigre dggeodl tog 220s 8 
greater widch—20 inches—you copy any office form in seconds. system 
What time you save! COPYFLEX handles paperwork so much faster. 3. COPYFLEX speeds manufacturing, 
What efficiency you gain! COPYFLEX eliminates wasteful manual copy- : stops errors, for large metal fabricator 
3 . rh a via production control system 
ing, lets you use skilled employees for other duties. What money you X eeneitae sntat eiaheusl damien 
gave! COPYFLEX usually is the lowest cost way to quickly make 1 to diser $25,000 in six months by cutting 
. " . . . , clerical work in half, producing in- 
100 copies of practically anything drawn, written, typed or printed on lesan Sasanem 
Ordinary translucent paper 


ONLY COPYFLEX 14—of all desk-side copying machines—gives you Copyr.ex 14 makes exact, error- and smudge-proof 
1. 20° width! Copies even large c 3. Copies even opaque origi- copies . . . delivered in seconds—flat, dry, ready-to-use. 
& 














a reports, of two ordinary forms — or a on — There are no masters or stencils, no inks to soil hands, 
6 2 “sumultaneously. Separates and nw oe ton, aragga 5 cate no darkroom, no fumes, no special room lighting, no 
bees returns originals automatically high-priced operators. Anyone can learn to copy in $ min- 

. 4. Unequelied binett utes. Streamline your paperwork with COPYFLEX. Mail 


2. Ne insteliction! No fume of speed, volume, low-cost. coupon to Charles Bruning Co., Inc. Teterboro, N. J 
en Copies thousan: 


ds of large or 

so no exhaust ducts are needex 

- - small, different originals daily, — pow Y i a 

» The “14” ts modzle, rolls to an i at an average cost of only 24 r CRARLES INIMG COMPANY, INC. 
work -site 


per sq. fr Dept. P82, Teterboro, N. J. 
| (D Send me tree booklet on COPYFLEX 14 


Mail fer full 1 (D Show me Copyrtex in action (no obligation). 
Now ‘or full, 

BRUNING money-saving COPYFLEX story! | Tidg his 
 nasnnenniisiniinapeniecemtmannennsnl” 


| Company 


Specialists in copying since 1897 | Street... .. 
CX / bones sascc Be cccecsese 


City 7 
Lon ~— — OFFICES IN PRINCIPAL CITIES™ —— 
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GOOD example of how to stretch 

the taxpayer’s dollar can be found 

in the printing division of our pur- 
chasing and supply departments’ repro- 
duction shop which turns out approxi- 
mately 90% of all printed matter con- 
sumed by the city departments. The 
purchasing department, under which the 
reproduction shop operates, estimates 
that the shop saves our city approx- 
imately 50% in printing cost. Back in 
1934 the reproduction shop was added 
to the purchasing department and was 
built around an offset duplicating ma- 
chine. As city departments expanded 
to meet the demands of a mushrooming 
city, more and more printed forms were 
introduced to direct and record depart- 
mental activities. By 1940 the swollen 
printing schedule had more than matched 
the capacity of our offset duplicator and 
made it only practical to replace it with 
a larger and faster machine which 
served the needs of the city until the 
continued swelling and demand for 
more printed forms necessitated the 
purchase of another offset duplicator, 
which is now operated together with the 
second machine and a stencil duplicator. 
The reproduction shop is located in the 
basement of the City Hall and is oper- 
ated in conjunction with the city’s 


How Duplicating 
Stretches the 
Taxpayer's 
Dollar 


HERBERT WINSTON JR. 


Purchasing Agent, 
City of Greensboro, North Carolina 


central storeroom for office and building 
supplies. 

The city’s offset duplicator turns out 
faithful reproductions of printed and 
typed forms, drawings, instructions, re- 
ceipt books and form letters. The ma- 
jority of form letters, however, are 


Main duplicating room showing stencil and offset duplicators, small hand press and plate- 
making equipment in the basement of Greensboro's City Hall. 
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duplicated by the city’s mimeograph 
which operates shoulder to shoulder with 
the offset machines in the reproduction 
shop. It is estimated that 10% of the 
city’s printing volume is not produced 
by the reproduction shop. These ex- 


ceptions include: two-color rule work 


A few of the 550 forms produced in a year by the City of Greensboro's duplicating department. 


which can be purchased at less cost; 
oversize work (the maximum printing 
area of our offset plates is 914” x 13”); 
and city letterheads, top grade, which 
are engraved. 

When the purchasing agent receives 
a requisition for a printed form which 
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Greensboro's second 
offset duplicator, 
paper drill and cor- 
ner rounder, and 
stapling machine. 


Papercutter, store- 
keeper's desk and 
intercom which is 
connected directly 
to the purchasing 
agent's desk. 





A view of the stock- 
room showing some 
of the packaged 
forms duplicated by 
the City of Greens- 
boro, N. C. 


THe Orrice—August, 1952 











You ! —and anyone who wastes that 

much paper and loses that 
much time getting the first good copy from 
their offset duplicating machine, certainly 
can afford three minutes to learn about 
Co.iTHo master plates. 


CouitHo plates are fast! They give good 
copies from the first impression—and no in- 
termediate processing is necessary before you 
— That's paper, time and money saved. 

ust switching to CoLirHo plates makes an 
almost unbelievable improvement in your 
offset duplicating. 


The preparation of CouirHo plates calls 
for no special skill or training. Anyone ean 
do it. . . just type, draw, or write. And an 
error doesn’t mean a wasted plate. Not with 
Co.itHo! Erasures and deletions can be made, 
or additional copy inserted at any time. 


10 


Vw’ 


Who? Me?... 


CoitHo plates more than repay their 
low, low cost. They’re rugged—give many 
more impressions—and withstand a lot of 
handling—even folding. Mail them like 

a letter and they will still turn out 
beautiful copies. File your CoLiTHo 
plates after printing. They'll eee 

for future re-runs when you need them. 


CoutitHo plates have many applications 
beyond routine duplicating. Thousands of 
businesses have found short cuts to economy 

and efficiency by incorporating 
CouiTHO plates in systems forms to 
simplify and speedup paper work. 
Why not write for sample plates? 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 

101-8 Herb Hill Road, Glen Cove, L.I., New York 

New York Sales and Export: 58-64 West 40th Street 

Branch Offices and Distributors in principal cities 

Consult your local Telephone Classified Directory 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator 
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has never been produced before, he calls 
in local printers for estimates on the 
total job. After singling out the lowest 
bidder, the department compares the 
bid with the cost of running the job 
through the city’s shop. To determine 
shop production cost, the following costs 
must be considered: (1) Getting the 
type set by a local printer or through 
a local type composition concern. The 
city does not have facilities for setting 
type. (2) Having a negative made, 
which runs around $1.70 per negative. 
Because of the high cost of photographic 
equipment, supplies and talent to pre- 
pare negatives, it is contended to be to 
the city’s advantage to buy negatives 
from the manufacturers’ agency. (3) 
Making a plate. The city’s shop has 
facilities for plate making. However, 
the cost of the are lamp, zine plate and 
labor must be considered. (4) Labor, 
paper, ink, machine depreciation. If our 
reproduction shop cannot produce the 
new form at less cost and if there are 
strong possibilities that the form will 
not be requisitioned again, the job is 
given to the low bidding printer. If, on 
the other hand, shop production cost 
approximates the low bid and there are 
indications that the form will be used 
again, the new form is produced by the 
city. Under this arrangement the city 
acquires a plate capable of reproducing 
as many as 25,000 impressions of the 
new form, from which future require- 
ments can be satisfied. 

It is in the reproduction of standara 
forms that the greatest savings are 
effected by Greensboro’s reproduction 
shop. There are approximately 550 
different forms used year in and year 
out by the city and there is a plate on 
file in the shop for each form. This 
permits the city to reproduce, without 
any cost for type composition, negatives 
and plates, which constitute a major 
portion of the production cost of new 
forms. 

Requests for standard forms are sup- 
plied by the central storeroom in much 
the same manner as pencils, ink and 


THe Orrice—August, 1952 


PPP gy RR acer rnin 





Robotyper @ 


* 


ma single day! 


with only one machine! Step up your office 
production of routine soretaat correspon- 
dence four times normal capacity without 
adding employees—with one ROBOTYPER. 


Actually, one girl with no special skill can 
easily operate from one to four of these 
amazingly simple automatic typewriters, 
turning out up to 800 individually-typed, 
personal letters in an eight-hour working 
day—the capacity ot 16 typists! 

Let us give you the complete, money-saving 
facts on Robotyper. 


I SXe) oleh ig ol-P a 
Citildd BUSINESS 


§ ROBOTYPER CORPORATION 
Box 0-52, Hendersonville, N. C. 


Please tell me how | can increase returns and 
efficiency in my firm with Robotyper. 


NAME 
COMPANY 
ADDRESS 


Pees e 2s eeeee 
Lees eeeesese 


_ 
_ 








L Fibure 


VERTICAL SORTERS 


Alphabetical, 
numerical, 
geographical 
or any other 
special indexing 


FASTER SORTING... . in perfect 


order with less handling! 


LeFebure vertical sorters are tailored to fit 
EACH job. Let a LeFebure trained representa- 
tive study your sorting job and offer a sound, 
workable solution to your sorting problem. 
No obligation of course, just outline your prob- 
lem when writing us. 

FOR FURTHER INFORMATION— 

WRITE FOR FOLDER 808 


bur CORPORATION 
L£ fe € CEDAR RAPIDS, IOWA 


Most complete sorting line available 


Rh SS ip EF 
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paper clips. The only difference relates 
to the manner of replenishing the store- 
room. In the case of pencils and other 
office supplies, the perpetual inventory 
system will show when they are out of 
stock and they are then repurchased. 
When forms are low, the operator must 
go to work with the duplicator. Every 
effort is made to reproduce annual re- 
quirements in one run. In this connec- 
tion, stockroom records are invaluable 
for they indicate the quantity ordered 
during the preceding twelve months. 
Because it is not at all uncommon for 
departments to change their forms, the 
operator always makes it a point to 
check with department heads on possible 
revision of their forms. After a standard 
form has been reproduced, copies are 
stacked in the stockroom where they 
remain until requisitioned by a using 
department. 

City departments are charged only the 
actual expense connected with the pro- 
duction of the forms. Total production 
expense for a new form is assigned to 
the first run of the form. On second and 
subsequent runs, the charges to depart- 
ments, mostly on a per thousand basis, 
are considerably less since typesetting, 
negative and plate-making, are not in- 
volved. Labor charges to departments 
are sufficient to take eare of salaries 
and place the reproduction shop on a 
self-liquidating basis. 

From the standpoint of economy, the 
city is completely sold on the reprodue- 
tion shop. Over a half-million copies of 
forms and other printed matter were 
reproduced in the period of July 1, 
1950, through June 30, 1951, at a cost 
of $3,433.30. This averaged out to ap- 
proximately $286.10 per month. Based 
on an estimate savings of 50% under 
cost of having the work done outside, 
Greensboro’s estimated saving on print- 
ing during the fiscal year 1950-51 was at 
least equal to the actual cost of the 
reproduction, or $3,433.30. This is a 
substantial dividend on the equipment 
and aecessories which were purchased to 
do the job at a eost of $2,350. 
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What's so different about 


ERN mimeographing? 


One of the seven A. B. Dick MODERN mimeographs 
will meet both your copy and budget requirements. 


y 


rm 
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AB DICK 


Pio eet he 


A. B. DICK COMPANY, Dept. 0-852-M 
5700 Touhy Avenue, Chicago 31, Illinois 


I'd like to know what's different abou MODERN 
mimeographing for use with all makes of suitable 
stencil duplicating products. 


CI sites scisincisivtaninesentataibiiinaniocie Position — 
Organization 
NG iin nihiciariciicliniteidenliti tigen cis. 


City- ncctnaneessiiiinstncnn AS ING stances GONDIND inscinncreemcccioot 








SAVINGS of TIME and 
ELIMINATION of “NORMAL 
WASTE” in MIMEOGRAPHING 


will pay for the "20th Century” 








et 


—_ 
ee 





CE id 


@ Prints up to 
an hour. 

@ Automatically feeds single sheets 
(no doubles) down to the last sheet 
(no waste) 

@ Automatically counts printed sheets 
and stops when run is done. 

@ Keeps work and operator spic and 
span with its exclusive inking sys 
tem and patented rotating button 
bar tor changing stencils, 

@ Has othe 

There's a fine 

i fit 
ob! Let us show you 


the New MARR 


12,000 pertiect copies 


many supernor teatures, 


NEW MARR Dupli 
budget, every 1 
} 


every 
vy demon 
pays 

savil " Tithe and suy 


“MAIL THIS COUPON TODAY! 


MARR DUPLICATOR CO., Inc. 
53 PARK PLACE, NEW YORK 7 
Please send me more information about 


MARR Mimeo-Duplicators 
| would like a demonstration in our office. 


Name 
Company 
Strect 


City Zone State.. 


OTR A ED, 
e Ge Xs. 
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NE 
Books 


4 REPORT ON DECENTRALIZED FORM DUPLI- 
CATING, Haloid Co., Rochester, N. Y., pp. 12, 
Free. 

Description of a procedure at Jones & 
Laughlin Steel Corp. which over 
$250,000 annually. For a free copy, write 
Thos. J. Liston, Haloid Co., Rochester 3, 


M, 2. 


saves 


ONE OUT OF SIX GOVERNMENT OFFICE 
WORKERS IS INJURED EVERY YEAR. U. 8. 
Government Printing Office, Washington, D.C., 
pp. 12, 10 cents. 

A handbook on office safety written in 
popular style with humorous illustrations. 

Ask for Catalog No. L 30.2:In 5. 


WHAT IS HONESTY? by Thaddeus B. 
Science Research 
40 cents. 


Clark, 
issociates, Chicago, pp. 48, 


Standards regarding honesty are rarely 
clear cut. Personal conflicts often arise 
and teen-agers find it difficult to choose 
the ‘‘honest action.’’ This Life Adjust- 
ment Booklet attempts to give young peo- 
ple an appreciation of honesty as it oper- 
ates in everyday life. A deeper under- 
standing of honesty by tomorrow’s office 
workers and office holders might benefit 
our way of life. (Quantity discounts.) 
FEDERAL 


ERS, 
Ofiice, 


SUPPLY CODE FOR MANUFACTUR. 
VOV. 1951. U. 8S, Government Printing 
Washington, D.C., pp. 782, $3.25. 
Provides a standard nonsignificant 5- 
digit numerie code for manufacturers to 
use in and other 
code is re- 
record of 
known successors, address changes, name 


supply management 


funetions where a numeric 


quired. <A cross-referenced 
changes, parent manufacturers and their 
divisions, subsidiaries, branches, or other 
affiliates. Ask for Catalog No. D 3.2:M 
s1. 


tinned on page 19) 
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CARTER’S 
presents... 
tailored carbons 
and ribbons 


There’s a right Carter’s carbon paper for every typ- ) 
ing job... a right Carter's ribbon for every typewriter. 
It’s the talk of the typists! They know from experience. 
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Bright nofes on 


CARTER’S 


Carbon papers 








Styles for any 
make of machine 





Carter’s top-quality carbon papers 
are sold by all leading stationers and 








office outfitters. For FREE SAMPLES, 


INK CO., Boston, Massachusetts. 


i Ys 
& yr and names of your town’s dealers, 
SY \ just send us a card. THE CARTER’S 


No gmudged fingers 


Won't cull— 
won't scuff 





Lasts longet— 
saves money 
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Extra long S 


—save time {// Wy Vb 
and money — 


Carter's silvertip 
Keeps hands 


eee and 
fips on typing with 


CARTER’S RIBBONS! 


Sharper impressions 
make letters sing | 
And inked 
in Colors, too! 


Carter’s tailored typewriter 
ribbons are featured by your 


town’s leading stationers and office 
Styles for outfitters. Be sure to consult these 


every kind specialists on your typing or type- 
A writer problems, 
of machine 
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ae In duplicator supplies... 


- 
* 


there’s a Carter’s item 


tailor-made 


... for every job 


Pick the one you need! Five different 

@fades—for runs of 200 copies up to 600 

@Dpies—are your assurance of real operat- TOPS TOPS 
ifg economy for spirit-vapor duplicators. IN “} IN 


li copies as sharp and legible as the EFFICIENCY! ECONOMY! 
ster! Color won't rub off on hands and 


hes. 


... for every machine 


Whether your duplicator utilizes the Hekto- 
graph or new Spirit-Vapor principle—Carter’s 
has the exact color and intensity you need. 
Carter’s Duplicator Fluid and Hektograph 
Ribbons are equally good. Ask your supplier. 


Executives everywhere rave about the appearance of quality 
which Carter's Carbons, Ribbons and Duplicator Supplies 
give their correspondence. Your Stationer or Office Outfitter 
has samples and prices of a wide variety of Carter's items 
“tailored” to meet the needs of your own operation. Be sure 
to have a chat with him. 


The Carter’s Ink Company 


CAMBRIDGE 42 e BOSTON, MASSACHUSETTS 


Tue Orrice—August, 1952 





(Continued from page 14) 
MATERNITY PROTECTION FOR EMPLOYED 

WOMEN. U. 8S. Government Printing Office, 

Washington, D.C., pp. 50, 20 cents. 

Outlines the legislation for maternity 
protection of employed women in the 
U.S. and foreign countries. Discusses 
development of less formal plans and 
standards and presents findings of a field 
study of the Women’s Bureau on mater- 
nity benefits, maternity leave and other 
special considerations. Ask for Catalog 
No. L 13.3:240. 


KITTY UNFOILED by Anson Campbell. Reuter 
& Bragdon, Pittsburgh, pp. 154, $3.75. _ 
Sub-titled, An Informal Portrait of 


the American Secretary, this work cov 
ers a variety of subjects pertaining to 
the secretary and her work environ- 
ment. The author uses the style of the 
feature writer to present facts and opin- 
ions deemed of interest to secretaries or 
their bosses. Perhaps it will be consid- 
ered more interesting by beginners and 
typists who wish they were secretaries. 


{MERIKANISCHE METHODEN ZUR ARBEITS.- 
VEREINFACHUNG by Werner Siech. Technische 
Verlagsanstalt, E. Klett, Erlanger-Berlin, pp. 23. 
A description (in German) of Ameri- 

can work simplification. The author de- 

cries the resistance of some Germans to 
the adoption of modern American meth- 
ods, 





The greatest development in 50 years to aid the 
addressograph operator is READY NOW! 


NO CUT FINGERS! 


NO BROKEN 
FINGER NAILS! 


NO DIRTY HANDS! 
EASY TO OPERATE! 


w years addressograph operators have hated 
-ipping plates and cards from frames. Many 
rerators are discarding expensive frames because 
ey don’t want to break fingernails, cut their 
inds, and get covered with hard to remove ink. 
BM created the DASHastripper to work with 
ery type of frame. One swift motion and the 
ate is ejected. Another swift motion and the 
rd is ejected. 


NEW ADDRESS PLATES: 
For All Addressographs and Speedaumats 
tnd style and annual consumption for prices 
1d samples of Dashaplates—the lightweight, 
orrectible address plate @ Millions now in use. 
Dealer inquiries invited. 
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Order one today for every person 
your addressograph department. 


We~ 


Postpaid anywhere in the 


United States. 
ORDER NOW from 


Dashew Business Machines, Inc. 
847-A North La Cienega Bivd. 
Los Angeles 46, Calif. 

Please send .... Dies 


Name 

Address acerca! *4 ¢eae ee daeed sae om ' 
City .... nace eee te 
c.0.D, () Check enclosed [} Invoice [} 
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~ $350 

















How many miles a year do you 


travel in your office chair? 


More than you think. No long trips of course—just short 
jaunts of a few inches to a foot or so. But count them 
some day. Hundreds—even thousands. They add up to 

a lot of mileage, tough mileage, studded with starts, stops 
and turns. Very hard on your “‘tires’—or rather your 
Casters. 

The point is this: you don’t see the casters on a Sturgis 
executive chair—they’re concealed in a beautifully stream- 
lined base—but they will give you many miles of smooth, 


quiet, comfortable riding. 


Here’s a Sturgis caster: 2-inch soft rubber 
wheels; strong plate-type construction; two 
full rows of hardened steel ball bearings 
rolling in two separate raceways; self-lub- 
ricating bronze axle bearings. Swivels and 
rolls easily—takes plenty of abuse—stays 


in—and is kind to fine floors. 
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“What a deal! Two desk 
dispensers for the price of one!” 


SPECIAL OFFER! Your stationer is 
featuring a real combination deal for a limited 
time ...12 rolls of “Scotch” cellophane tape in 
the economical 1296” size, plus two handsome 
weighted Desk Dispensers that anchor the tape 
for fast, one-hand operation. Both dispensers 
are included in the deal for the price of only one! 
See your stationer today...tell him you 
want Deal “‘S”. It’s a real opportunity to equip 
every desk in your office with a time-saving, Min: Po, St Paul 6 Minn 
work-saving Desk Dispenser and “Scotch” cello- pant wan wen Shae 
phane tape! o¢ Canada: Lad. London, Canada 
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perfect 
RIBBONS 


Nand as for 


CARBON 
PAPER... 


Each 
PANAMA-BEAVER 


quality, weight and 

surfacing is RIGHT 
for its specified 

purpose. You simply 


cannot procure more 


for your money. . .. 


WW stoutly insist that PANAMA-BEAVER 


Typewriter Ribbons are best for superior letter 


production . . . because of their fine inking, re- 
cuperative property and sustained perfection 
on the job. Short cut to office efficiency. . . 


and unmatched for ultimate economy! 


PANAMA- BEA VER 
Gitte (Ahr 


MANIFOLD SUPPLIES CO., 1xs 3rd Ave., Brooklyn 17, N. Y. 
Coast to Coast Distribution 
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For construction features that attract customers 
let’s bring up “REINFORCEMENTS” 


Users of metal office furniture have a right 
to expect efficiency, comfort, economy and 
eye-appeal . . . and thev get them all by 
insisting on INVINCIBLE. But Invincible 
also assures the all-important factors of 
STRENGTH and DURABILITY, , through 
extra rugged construction as shown in the 
drawing at the right. Note how a 30” desk 
top is reinforced by 3 big box channels plus 
the 2 angle rims at the edges for a total of 
5 supporting members. A 36” top has 5 box 
channels and 2 angle rims for a total of 7 
sturdy supports. Each desk slide also has a 
rugged box channel support. Each desk 
island has 2-supporting box channels which 
combine the strength of the island inter- 
members with the vertical reinforcements 
shown at the side of the pedestal. Because 
these reinforcements are placed on both sides 
of each pedestal, any shocks resulting from 
dropping or rough handling are absorbed 
through the entire framework of the desk. 
For detailed information on other distinctive 
features which convince users that Invincible 
equipment is a wise investment ‘for better 
business living’’—write the factory direct 








UGE: 


Commercial Office Equipment 
“FOR BETTER BUSINESS LIVING” 


INVINCIBLE METAL FURNITURE CO. © MANITOWOC, WISCONSIN 
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Great wames IN INDUSTRY... 
cnoose Great DESK TOP EQUIPMENT oul te ceo cee oe tok ee 


with iridium tipped points to match modern office 
and each point is tested furniture 


BERT M. MORRIS CO. is foremost in the and approved at factory 


field of matched Desk Top Equipment. 


The complete setting shown — pen set, 
memo pad, letter tray, ash tray, and 
phone rest, retail for less than you 
would expect to pay for one fountain 
pen set. 


MORRIS FOUNTAIN PEN SET—A desk foun- 
tain pen with beauty of design and real 
writing utility. Concealed “push button” 
thread-in point section. For long 
smooth writing all sets are sup- 
with iridium-tipped points. A real 

and money saver in any office 


ay 
a 


LETTER TRAY — strong two 
point suspension allows ac- 


THERE 1S NO SUBSTITUTE 
QUALITY. All Morris 





for writeability. 


FINE Morrie Fountain Pen Set with 
Northrop Aviation, Inc.. — 
mere Ee Grey — 





BERT M. JVIORRIS CO. 


Sept. -3 6653 West Third Street 
hes Angeles 48, , Californie — 
tn Conede MeFeriene Son & MH: ied, 





\ EXTRA FINE — Mehegeny and Tn 


DOesk Top Package Deals — #100 and #200 
inquire ebeut the surprisingly low cost of 
metching your desk with these items. 
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“Private line” 
dictation — no 
interference! 
listen back 
all you went! 


Talk to operator 
“ett the record” 
on the same phone! 


Simplified push- 
button controls! 


PHonHu 


RAPH 7 


Telephone dictation with FULL CONTROL / 


PhonAudograph is an entirely new 
method of telephone dictation — with 
“full control.” 


For the first time, telephone dic- 
tation is made completely prac- 
tical. For PhonAudograph gives 
the dictator just as much control 
over the recording unit as though 
he had his personal Audograph! 
This exclusive feature—full control 
—has been the goal of our electronics 
engineers through years of research. 


Only now, with final achievement of 
full control, are we prepared to offer 
PhonAudographs for use in modern 
business. 


Naturally, you'll want complete in- 
formation on this newest electronic 
miracle. Our illustrated booklet gives 
you the whole story. For your copy, 
simply write to The Gray Manufactur- 
ing Co., Hartford 1, Conn., and 
request PhonAudograph Booklet R-8. 


“=< Get the complete story — write today 





M* sale an nd service in 180 U. S. cities 





P and 
See your Classified ‘Telephone Directory eoder “Dictating Machines.” Canada 


Northern Electric Co. 


Lid. Abroad: Westrex Corp, (Western Electric Co. export 


affiliate) in 35 countries. Phon tedagrert and Audvgraph are made by the Gray Manu 
jacturing Company—established 1891—originators of the Telephone Pay Station 
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PUSH-BUTTON MULTIPLICATION 
rolls out the figures 


EASIER-SURER-FASTER 


EASIER—because Marchant saves the 
operator at least one step in every 
multiplication problem. 
SURER—because Marchant is the only 
American calculator with dials for 
verifying the keyboard entry. 
FASTER —because Marchant's 
mechanism operates at speeds 
ranging up to twice those of 
any other calculator. 
Since more thar half of all calculator F , 
work is multiplication, experienced office , 3 PUSHBUTTON SUL TIPLIORTION 
workers everywhere choose the calculator that ; Merely enter multiplicand in key- 
multiplies easier, surer, faster. The — ‘ board and answer appears simul- 
ase ~y "i your — como taneously as multiplier is entered 
prove this by a demonstration in , : : 
office—call tin today. | in Aulomatic Multiplier row. 











t GUIDE TO MODERN FIGURING METHODS 0: 
} MLLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] : 
: i 
: MARCHANT CALCULATING MACHINE COMPANY : 
¢ OAKLAND 8, CALIFORNIA 02 : 


26 





ee RO be E neve heal tS 


makes a world of J///LRENCE 
- 


Really scientific achievement is considered 
accomplished only after timeless research . . . 
and indefatigable testing. ROSE Products 
are produced that way! Laboratory tested 

.. proven... dependable. Rose Products 
are dependable because they rank highest in 


performance and satisfaction. 


Specialists in the manufacture of: 


MASTER UNITS (Plain and Printed) 
SPIRIT CARBONS 

HECTOGRAPH CARBONS 
Hektowriter Rolls 

Also Duplicating Fluid and Hand 
Cream 


R 4) S E RIBBON AND CARBON 
NB, MANUFACTURING C0., INC. 


General Offices and Factory...Harrison, N. J. 
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SPEED-O-PRINAT 
Yoilesl Unlues vn Duplicilors 


Liberator Model 50 
Postcerd (3x5) to meny size (6x9). 
ideo! duplicotor for restaurants, 
hotels, drug stores, etc., for repro- 
ducing menus, sale tags, postcards 


Automatic 
$2950 Counter, $6.50 


(Plus Excise Tax) 


\, 


3 


Hairline re 


ator. Features 


pen 


gistration 


cylinder 


n Futuran 


Reproduces postcard to legal size. 
Feotures backstop paper weight, 
side guides with 2 posts instead of 
1, to assure accurate registration. 


Aut ti 
$6950 Sonnier, - $6.50 


(Plus Excise Tax) 


SHEED - 0- danced CORPORATION 


NT CANAT 


A 


T CATHERINE 


i 


Liberator 
Model 200 
$1§450 a $10 
(Plus Fercise Tar) 


it's the world's finest 


front paper stops, automatic 


with automatic brush inking 


Grey or Ebony Black Finishes 


Liberator Model 100 


Features accurate registration and 
automatic roller release to assure 
perfect, clean copies. Reproduces 
postcard to legal size. 


Reset Counter, 
$10950 $10.00 
(Plus Excise Tax) 


1801 W. LARCHMONT AVE 
CHICAGO 13, ILLINOIS 


Wet 
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ONIZED ROLLS 


¢ 
4 
$ 
$ 


QUEEN RIBBON & ON CO., INC. 


EXECUTIVE OFFICES: 
128 Wythe Avenue, Brooklyn I!, N. Y. 


Factories: Brooklyn, N. Y. «© Chicago, JI. 
Atlanta, Ga. 
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™ BIGGEST 
and the BE 


Yes, the 1952 National Business Show will 


ii 


be bigger and more dramatic than ever. 


More new products than ever before will 


be seen by the largest buying audience NATIONAL 
in the world’s capital of business and finance. BUSINESS 
Newspapers, radio, television—continuous SHOW 


Nae : . GRAND CENTRAL PALACE 
publicity is telling the story of this OCTOBER 20-25 


world-famous exposition. Be sure you are in it. “Invest In America Week 


We'll send you proof on 


The Show that's all business —that's all—and that means business for all. 


THE NATIONAL BUSINESS SHOW 


33 West 42nd Street * New York 36, N. Y. * PE 6-6760 
RUDOLPH LANG, Managing Director 
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MODEL 201 
Populor because it can be used for 
adding and multiplying as well as 
for protecting cash . . . extremely 
low priced. 


rc —- 
gene: 
. | 
\ * 
\ 
aa 
A 
i \ 
Cor 
MODEL 201A 
Upright Service Station Model 
Brand New . . . has all the famous 


R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 


—— 
© ltt $ 
~, 


: 29 7 


i iif 





MODEL 511 

Protects both stock and money. 
Designates merchandise or kind -of 
service and attendant. Accumulates 
locked in totals of gallons of gas 
sold as well as money values. Han- 
dies cash and. charge sales, re- 
ceived on account and paid out 
transactions. 


every business transaction in 


R.C.Allen 


CASH REGISTERS 


designed to protect 


pe 


® service stations © drug stores @ clean-7 
ers and dyers ® food stores ® liquor 
stores © supermarkets. © variety stores ©F 
barber and beauty shops ® department 
stores © and many more... 


‘designed to selt with ease 


. ++ all 16 R.C. Allen Cash Register 
give the most in protection pride infor 


mation 


_. +, all 16 are famous for “2 in 1" adding 


machine and cash register operation 
within one unit 


. . and you can add new customere—-new! 
profits with our liberal “partnership” 
discount 


NOW is the time! 


Service Stations do their peak volume 


during the summer months. Get your 
share of cash register sales NOW! 


R.C. Allen 


Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 





R.C.Allen 





the y Aypouriter V/A Build 
Customer Cone Vida OME 


pls 








tly 


MODEL 611 


(Six carriage 
widths available) 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Michigan 





THE TYPISTS “PAL” 


The Erasaguard COMPLEMENTS the function of the ERASER 
With it you can cleanly REMOVE all trace of Errors. 
SAVES Enough TIME in ONE DAY to pay for itself. 


SHE DOES MAKE MISTAKES 


Smooth Alumi- 
num surface to 
erase against on 
both Original and 
Carbon Copies. 

Curved surface 
exactly conforms 
to curved platen. 

Just place it be- 
hind the _ sheet 
you wish to erase 
from. 

Instantly allows 
letters to be set 
up by supervisors 
as measurements 
conform to type 
spacing. 

Supplied for 
Elite or Pica type. 

Edges do not 
slip on paper so 
can be used for 
drawing with a 
pen and positively 
no blotting. 

Many letters 
confirm that the 
Erasaguard is in- 
dispensable for 
Efficiency. One 
Secretary writes, 
“IT used Erasa- 
guard for several 
months in an 
office where I 
formerly was em- or 


ployed and now I : 
find it difficult to BUT SHE SAYS 


t al - ‘This ERASAGUARD makes erasures so EASY that 
n+ gaan IT’S MY REAL PAL” 


I would like to purchase one or two. Is there a dealer in this territory?” 

The Erasaguard is a positive necessity on every Typists’ desk. Sold only by 
Kee Lox Mfg. Co., Rochester, N. Y. and Branches, Patent 2260089. Price $4.20 
per dozen, but you can have one for yourself by sending 35c U. S. Stamps with 
the attached Coupon. Not over 2 on any one Coupon at this price unless 1 doz. 
or more is ordered. 


You Need 


Please send 
REAL ONE ERASAGUARDS Elite 1) 


Send Coupon Enclosed fs ..... cc ccccccccccccccecerccces U. S. Stamps 


At Once 
THANKS 


You will 
thank us too 








DEALERS! 


Since the Gay Nineties there have 
Been only two kinds of card index 
faddressing machines. 

One uses metal address plates and 

the other uses the famous, fiber 
ty pewriter-stencilable Elliott address 
¢ards which are filed 125 to each fil- 
ing tray. These trays slide into the 
hoppers of the Elliott addressing 
Machine. 
' The Elliott Addressing Machine 
Company has recently allowed dealers 
to sell the Elliort Addresserette . . . 
the lowest price, tray loaded, card 
index addressing machine in the 
world. 

Dealers have already sold approx- 
imately 50,000 Addresserettes. For 
these same dealers, Elliott has now 
put into production this rotary hand 
crank addressing machine which 


34 


feeds the same size Elliott address 
cards and at least triples the speed of 
the Elliott addresserette. 

Any standard typewriter will sten- 
cil Elliott Address cards as fast as it 
could type names and addresses on 
envelopes, and each Elliott address 
card is guaranteed to print 10,000 
addresses. (They have, in an official 
Government test, printed 200,000 
addresses ). 

Elliott addressing machines sell on 
first demonstration to users of the 
non-card-index type. 

Please send credit references with 
your first letter to 


. ADDRESSING 
MACHINE CO. 


199-C Albany Street, Cambridge 39, Mass. 
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Try A C c O-binding! 


You'll Like It Better Because It JS Better 


When all is said and done, the true reason why you ought to use the Acco 


method is that you'll like it better! 


You'll like Acco Fasteners, Accobind Folders and the Accobinding way of 
filing all your business papers because they mean security, neatness, order, 


quick finding, office and personal efficiency. 


Acco-binding does away forever with 
“scatteration filing”, limp and messy fold- 
ers, lost or mislaid papers. Acco-binding 
brings all related papers together and keeps 
them there. Your correspondence, orders, 
invoices, reports and other records are al- 
ways in order, safely bound—temporarily 
or permanently as you wish—and readily 
available. 


ACCO PRODUCTS, 


Incorporated, 


Acco-binding is easy to operate, foolproof, 
economical. Simply punch your papers, 
place them over the prongs of the Acco 
Fastener in an Accobind Folder and be 
assured that ‘“Acco-bound papers are 
SAFE papers”. 

Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 


OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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ONLY YOU KNOW YOUR 
OWN SECRET AA 
COMBINATION 


Three letter drawers — ball 
bearing, compressor, non 
suspension. Strong combina- 
tion lock. Safety vault. Sta- 
tionery supply storage sec- 
tion — welded shelf. Comes 
complete with lock and keys 














HEAVYWEIGHT 105 LBS. SHIP. WT. 
B2-C (LEGAL SIZE) ALL DIM. AS 
ABOVE, EXCEPT WIDTH, 30”. 

AVAILABLE IN GREEN OR GREY, 
INDICATE COLOR. PLUNGER LOCK 
FOR ALL DRAWERS, $9.90 EXTRA, 





AGE | | CB2C—LEGAL SIZE $52.95 


“PRICES 20% HIGHER ON WEST COAST 
AVAILABLE FOR IMMEDIATE DELIVERY 


art steel sales corp. new york 63 nn. y., U.S. a. 


THe Orrice—August, 1952 





YOU WOULDNT CLEAN HOUSE 
IN AN EVENING GOWN! 


WHY USE 


PREMIUM’ 


FOR YOUR EVERYDAY 
ROUTINE TYPING JOBS? .“ 


at 


4 
e@ee@e28 @ 
eoeee® = 


a 
e° INVESTIGATE TODAY! @ | 


astic about our top-quality @ See how you can get good results © 
lines of carbon paper that and still save money with 


we almost forget about the . AMERICAN CARBON’s 


many ‘work-horse” jobs for 


carbon paper in every office. ~ HEAV Y= DUTY 


There are a thousand-and-one 
operations, both typewritten ° e CARBON PAPERS e | 
and handwritten, that do e e * 
not require the higher-grade, Coeeeeceee ® e q 
higher-priced carbon. So 
remember —we make rugged, THE AMERICAN CARBON PAPER CORP. 
long-lasting “work-horse 1913 West Lake $t., Chiesge 7, tl. 
carbon papers, too—just right > ae a 
for those “every-day” jobs PLEASE SEND FREE SAMPLES OF YOUR 
around your office! ““WORK-HORSE’* CARBON PAPERS 


Sometimes we get so enthusi- 





t 
i 


| Firm N 











MAIL COUPON TODAY 
FOR FREE SAMPLES! 
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MONROE 
Adding - Calculators 


Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 
calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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YOU TOO... 


can increase your steneil 
sales and profits / 
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Nii Write dealers 


everywhere report increased sales— 
repeat orders—satisfied accounts. 


Manufactured in blue—green—white— 
yellow, both with or 

without top film, 

for all makes duplicating 

machines including 
Mimeograph—Gestetner— 

Rex Rotary, etc. 


FRANKEL 
 ® MANUFACTURING 
oa COMPANY 


>>. 285 Rio Grande Bivd. 
DENVER, COLORADO 


Established 1906 


46 years of 
Manufacturing Know-How 








New FOR SECURITY STEEL DEALERS 
Newspaper Mats for 


thinking of 
a New Office? 











Here is o brand new merchandising aid for your Fall promotion... 
timed to fit right in with your own advertising schedule. 
This complete series of six one column newspaper mats is available 


to Security Steel Dealers without cost! 





= 


~o 
SECURITY STEEL EQUIPMENT CORPORATION AVENEL, NEW JERSEY 


USE THIS COUPON 
TO RECEIVE FULL-SIZE 
PROOFS OF ALL MATS 


——e 
e e ‘= City Zone State 


—_ S f 
. Pet 


Please send me full-size proofs of this newspaper mat campaign. 


Name 





Address. 








SECURITY STEEL EQUIPMENT CORPORATION © AVENEL, NEW JERSEY 
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MERCURY 
PRODUCTS 





The performance of your duplicating 
equipment picks up the moment Mercury Products 
get “into the act’’. It is simply amazing how 
they cut down on the amount of time required 
to turn out your jobs, and how they 
pick up quality. Why not enjoy the extra 
advantages of these accessories? They don’t 
cost you a penny more. 


RAPID ROLLER CO. 


D.M. RAPPORT, Pres. Federal at 26th CHICAGO 16 
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ONE MASTER SOURCE 
POR ALL......... 





— ia 








All manufactured by POLYCHROME— 
along with a complete line of accessories 
certified by POLYCHROME. 

Since 1934, POLYCHROME has devoteu its 
laboratory, plant and equipment to 

the development and production of 

quality supplies for modern duplicating. 

To the discerning user, the complete 
POLYCHROME line bearing the 2) Trade Mark, 
means unexcelled satisfaction in the 

basic ,duphicating processes—on all 

duplicating machines—for regular office 
duplicating and special systems applications. 


Permit POLYCHROME representatives to solve your 
duplicating problems. Write us for advice on any 
process—and for samples to try on your own duplicators. 


POLYCHROME CORPORATION 


2 Ashburton Avenue Yonkers 2, New York 
“Products of Character" 
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a machine 
for forms 
design....! 


@ If you’ve ever paid an engraving bill 

for forms...here’s a SAVINGS that will 
astound you. If you’ve ever struggled to rule 
up a form, by hand for mimeo, litho or 
hecto...here’s a SIMPLICITY that will 
amaze you. If you’ve ever had to put up with 
indifferent and amateurish results in forms 
reproduction...here’s a ‘*FINISH’’ you 
can’t tell from a professional wax plate job. 
The Coxhead Forms Design Machine will not 
only rule up forms and leader lines but will 
give you typography, too... clean professional 
typography (such as you are now reading) 
with instantly changeable faces in all styles 
and sizes. You ‘“‘type-in’’ the reading matter 
while you rule the form. 


aS a MM PEPE ON RE PS ROE AEC IOLA ESRI IMI MIMTINE ES HACE 2 oot 





MADE BY THE MANUFACTURERS OF 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue, Newark 5, N. J. 


Please send me Vari-typer Booklet # A97 
NAME ‘icici 








COMPANY ita 








ADDRESS STATE 





eeeeeeeeeaeeoeeeeaeeeeeeeeeeeeeeeeee eee eeeeee 
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A few years ago this was a great political trade mark 
but it always has been the finest means for any busi« 


ness executive to find out exactly what is going 
THERE IS AN ‘ 
ACME. VISIBLE on—and to make decisions with the facts obtained 
SYSTEM FOR EVERY from his own records. Have an Acme system repre- 
RECORD FOR EVERY 


TUBY I SS) 





sentative show you how Acme Visible Record 


systems will help when you look at your records. 


ACME VISIBLE RECORDS, INC. 


GENERAL OFFICES: CROZET, VIRGINIA 


Representatives in Principal Cities 





Ready-to-use photocopies of any office record in less 
than a minute with NEW REMINGTON RAND COPYFIX 


The new lightweight, portable Copyfix makes copying by contact 


printer a real pleasure. No special installation required, no fumes to 
battle, Copyfix plugs into any standard electrical outlet, fits alongside 
your contact printer on any desk or table top. Copyfix means that anyone 
on your office staff can make finished, photo-exact, positive copies of any 
office record in less than a minute. To find out more about the savings 
possible with this great new machine, call your nearest Remington Rand 
Business Equipment Center today or write Room 1275, 315 Fourth Ave., 


New York 10, for free booklet P-334. , 
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How to Prepare Masters 
For Office Duplicating 


CONTENTS 


SECTION 
1. Prepare Master in Original Writing 


A. Longhand Method 
B. Typewritten Method 
C. Typewritten Transmission Method 


. Work Sheet as the Master 


A. Preprinted Masters 
B. Stock Form Masters . ; 
C. Custom Made Translucent Masters 


. Reproduce Heading and Text Together. . 
A. Reproducible Printed Heading Masiers 
B. Splice Heading and Text 
C. Insert Printed Inlay Headings 


. Hlustrative Inlays in Text 


A. Stencil Process 
B. Offset Process 
C. Contact Printing Processes 


. Masters to Register on Copies 


Gelatin Hectograph Process 
Spirit Hectograph Process 
Stencil Process 

Offset Process 

Contact Printing (Whiteprint) 


. Prepare Two Masters Simultaneously. . 


A. Gelatin Hectograph Process 
B. Spirit Hectograph Process 
C. Offset Process 

D. Contact Printing Processes 


. Prepare Two or More Masters for 
Different Processes Simultaneously 
A. Gelatin and Spirit Hectograph 
Processes 

B. Gelatin Hectograph and Offset 
Processes 
Spirit Hectograph and Offset 
Processes 

. Gelatin Hectograph, Spirit Hecto- 
graph and Offset Processes 
Gelatin Hectograph and Contact 
Printing Processes 
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SECTION 
F. Spirit Hectograph and Contact 
Printing Processes 
G. Offset and Contact Printing Processes 


H. Liquid Hectograph, Offset, Contact 
Printing Processes : is 


1. Mimeograph and Offset Processes 


. Make Printed Masters from a Master. . 
A. Offset Process 
B. Whiteprint Processes 
C. Contact Print Processes 
D. Photographic Processes 


. Facsimile Masters from Existing Copy... 
A. Photographic Methods 
B. Contact Printing Methods 


. Combination Photographic and 
Contact Printing Methods 


Dry Electrical Process 
Facsimile Methods 


. Master as Part of a Set of Forms .. 

. Using Continuous Strip Masters 

. Make Master Smaller Than Original .... 
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How to Prepare Masters 
For Office Duplicating 


IRVIN A. HERRMANN 


N office reproduction survey will 
A reveal that in many cases the labor 
ait cost for preparing the duplicating 
master, stencil, plate, or artwork ex- 
ceeds the reproduction cost which in- 
‘cludes the materials, supplies and labor 
for running the copies. This is generally 
true on short runs and on longer runs 
that require involved layout work. The 
preparation of the master is an im- 
portant factor which must be considered 
in the overall cost for reproducing 
copies by the various processes. 


There are many short cuts that ean 
be applied to save time and money in 
the preparation of masters, stencils and 
plates. Frequently too much preliminary 
work is done which requires excessive 
work in master preparation. The most 
practical process and the method of 
preparing masters should be determined 
before starting any reproduction job. 
(The term “master” is used collectively 
to indicate all intermediates used for 
office reproduction—master, stencil or 
plate.) In the case of contact printing 





Illuminated Drawing Scope. 
Adjustable Desk Light. 

T-Square with Pen-Ruling Edge. 
Steel Ruler with Accurate Scales. 
Right-Angle Triangle. 


Typewriter with Unpitted Platen. 


Typecleaner. 
Ruling Pen. 


Alcohol or Carbon Tetrachloride 
for Cleaning Tools. 


(Additional office supplies needed for 
each particular process appear through- 
out this article. Other materials, not 
mentioned in this article, widen the ap- 





DESK EQUIPMENT AND SUPPLIES USED 
FOR PREPARING DUPLICATING MASTERS 


Drawing Pen Nibs and Holder. 
Assorted Styli. 

Sable Brush(es). 

Shading Plates. 

Lettering Guides. 

Razor-Sharp Knife in Holder. 
Hand Cleaner. 

Clean Rags or Cheesecloth. 
Self-Adhesive Tape 


plication of some processes like offset 
and contact printing to advertising and 
other uses not commonly connected with 
office work.) 
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processes, the master may be the orig- 
inal. Masters for the diazo (white- 
print) contact printing process (Brun- 
ing and Ozalid) are most often usable 
originals. Since the publication of Of- 
fice Reproduction and Imprinting Meth- 
ods* in the April, 1951, issue of THE 
Orrice, there has been an advance even 
in small contact printing machines 
which now require no darkroom or han- 
dling of liquids (Autostat, Copy-Fix, 
and Develop). 


1. Prepare Master in Original Writing 


Why do a job twice when it is pos- 
sible to complete it the first time? Avoid 
rewriting—copying and rechecking are 
extra work. Apply any of the follow- 
ing methods to inerease productivity 
and reduce errors. 

A. Longhand Method. The simplest 
means for preparing reproduction mas- 
ters in the original writing is by long- 
hand, using pencil. Anyone who can 
write legibly can prepare masters by 
this method. The form ean be printed 
in reproducible ink to reproduce both 
the form and fill-in on blank paper, or 
the form can be printed in non-repro- 
ducible ink to register the fill-in on pre- 
printed copies. A practical application 
of this is to have a salesman or order 
interpreter write the order in longhand 
as a master and use it to reproduce the 
quantity of order copies required. The 
longhand method can be used with these 
processes: (1) gelatin hectograph, using 
heetograph pencil or graphite pencil 
and heectograph carbon paper; (2) 
spirit heetograph, using graphite pencil 
and master unit sets with hectograph 
carbon backing sheet; (3) offset, using 
an oil base reproducing pencil or ball- 
point pen on direct image paper plates; 
(4) whiteprint (diazo) using graphite 
peneil or certain writing inks on pre- 
printed translucent master. A typewriter 


*This 40-page article describes the working of 
each process and indicates which process to use 
for different kinds of work. Reprints may be ob- 
tained from THE OFFICE at 25c each. 
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can be used for writing the fill-in. It is 
recommended that a brown, non-smear- 
ing carbon paper be used as a back-up 
for best results. 

B. Typewritten Method. Straight 
typewritten copy of form letters, 
memos, bulletins, notices or reports 
should be typed directly on the master 
in the original writing. It is obvious 
that time can be saved and production 
expedited by eliminating retyping and 
extra proofreading. To do this it is 
necessary to decentralize the prepara- 
ticn of typewritten masters. The typist 
at each station must be _ instructed 
thoroughly to prepare quality masters. 
She must also be educated to select 
the most practical process for the par- 
ticular job to compare cost as well as 
result for the quantity required. De- 
centralized preparation of typewritten 
masters can be applied to these pro- 
cesses: (1) gelatin heetograph master, 
(2) spirit heetograph master, (3) mime- 
ograph stencil, (4) direct image off- 
set plate, (5) translucent master for 
contact printing. 

C. Typewritten Transmission Method. 
There are three means by which mes- 
sages and other data can be transmit- 
ted from distant stations and be re- 
ceived on machines similar to a type- 
writer to create reproduction masters 





ee eee BACKING 
Courtesy A. B. Dick Co. 
A mimeograph duplicating stencil. 


























Courtesy Old Town Corp. 


A printed form used as a spirit duplicating 
master unit. 


utomatically. These include: (1) Tele- 
rinter, a telegraph company service; 
2) Teletypewriter, a telephone com- 
any service; (3) Radiotype, a radio 
ir wire service. The typing arrange- 
ent can be made to fill-in the data on 
reprinted forms, either reproducible 
r non-reproducible, for use on any 
uplicating machines. 


+ When the required number of copies 


@xceeds the maximum which can be pro- 


duced with form sets interleaved with 
Garbon paper, it is advisable to create 
& master, usually in continuous strip 
form, to reproduce copies by any of 
these processes: (1) gelatin heetograph, 
2) spirit heetograph, (3) offset, using 
irect image plate, or (4) whiteprint 
(diazo process) for contact printing 
using a translucent master. 


2. Work Sheet as the Master 


Several processes permit the insertion 
of longhand writing, figures, pencil 
sketches and drawings directly on the 
master thereby eliminating the need for 
making a longhand work sheet and then 
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transferring the information to a master 
by typewriting. 

A. Preprinted Masters. On many jobs 
where typing is done ordinarily, long- 
hand writing and figures are acceptable 
and can be substituted for typing. Pre- 
printed reproducible masters, such as 
(1) gelatin hectograph master, (2) 
spirit heetograph master, (3) direct 
image offset plate, and (4) translucent 
masters (paper and vellum printed 
masters or sepia line paper and matte 
foil intermediates) for contaet printing, 
can be used for this application to re- 
produce the printed form and the fill-in 
copy simultaneously on blank paper. 
Work sheets can also be eliminated by 
typing the original work directly on any 
of the above printed masters. In addi- 
tion, a die impressed stencil can be used 
for typing to reproduce the form and 
fill-in on blank paper by the mimeo- 
grenh process, 

Printed hectograph masters (gelatin 
or spirit) and die impressed mimeo- 
graph stencils must be made on a letter- 
press. Direct image offset plates can be 
printed by letterpress or offset dupli- 
eator. Translucent masters for all con- 
tact printing ean be printed by letter- 
press, offset press or duplicator, or by 
stencil duplicator using contact-dry ink. 
Sepia line paper intermediates or matte 
foil intermediates are reproduced on 
diazo machines from translucent mast- 
ers or transparent photographie cellu- 
lose positives. Pencil inserts on a matte 
foil can be erased or washed off and the 
foil intermediate used over and over. 

B. Stock Form Masters. Stock mas- 
ters of columnar forms, maps, graphic 
charts and music manuscript, printed 
in heetograph reproducing ink for re- 
production on gelatin duplicators or as 
master unit sets printed through hecto- 
graph carbon paper for reproduction by 
spirit duplicators, are available for in- 
serting the fill-in to use the work sheet 
as the master. Paper plates with printed 
grids (reproducing or non-reproducing) 
for charting are available for offset re- 
production. 

Stock columnar forms of various sizes 
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and design, printed on translucent pa- 
per, are available for using the work 
sheet as the master for reproducing 
copies (form with fill-in) by any of the 
contact printing processes. 

C. Custom Made Translucent Mas- 
ters. Columnar statistical reports usually 
vary considerably in design and nor- 
mally require only a few copies. A 
simple means for reproducing these is 
to print the horizontal lines only on 11” 
x 17” translucent paper and then in- 
sert the vertical lines, title, headings 
and columnar captions as required. The 
longhand or typewritten figures and 
other data can be recorded on this 
custom made form so that the printed 
lines, balance of the form, and the fill- 
in are reproduced simultaneously by 
any contact printing process. The 11” 
x 17” sheet may be reproduced full 
size, or cut down to smaller sizes: 11” 
x 14” or 11” x 84” 

Printed translucent masters, are nor- 
mally used with the whiteprint (diazo) 
process to reproduce positive copies. 
flowever, they can also be used to re- 
produce darkprints (blueprints or black 


background contact prints) when read- 
able negative copies are acceptable. Self- 
positive paper can be used instead of 


Inserting a hecto- 
graph master in the 
typewriter. 


Courtesy Carter’s Ink Co. 


Spirit hectograph masters. 


the silver sensitized paper to produce 
a positive copy (the reversing of black 
to white is eliminated) in a contact box 
printer. 


3. Reproduce Heading and 
Text Together 


Complete form letters, bulletins, no- 
tices, and menus which include the head- 
ing and the text can be reproduced at 
the same time when the following meth- 
ods are used. 

A. Reproducible 


Printed Heading 


Courtesy Duplicopy Co. 
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Masters. The headings for form letters, 
bulletins, ete., can be printed on gela- 
tin or spirit hectograph masters and on 
direct image offset plates in reprodue- 
ible ink to facilitate reproduction of the 
heading and the text copy at the same 
time. The same result can be obtained 
by using die impressed headings on 
stencils for mimeograph process or 
printed heading on translucent paper 
for any contact printing or diazo proc- 
ess. 

B. Splice Heading and Text. A 
typewritten opaque stencil can be 
spliced to the photographic negative of 
a letterhead or bulletin head so that 
both heading and text appear in the 
sensitized offset plate. This permits run- 
ning the complete job in one operation 
in one color. 

C. Insert Printed Inlay Headings. 
Printed inlay headings can be spliced 
to gelatin or spirit hectograph masters, 
in mimeograph stencils, and in trans- 
lucent masters to reproduce heading and 
text together. An inlay of printer’s type 
can also be inserted in direct image pa- 
per offset plates. This inlay ean be com- 
posed of individual paper type or type 
proof in reproducible ink on an ad- 
hesive-back insert sheet. 


4. Illustrative Inlays in Text 


Splicing the heading and text permits 
reproducing two jobs simultaneously. A 
third job ean be included by inserting 
illustrative inlays in the master. 


A. Stencil Process. Photographie or 
die impressed inserts of illustrations, 
cartoons and signatures can be stripped 
in with regular typewritten copy on 
mimeograph stencils. Stock inserts are 
available for this procedure. 

B. Offset Process. Photographie nega- 
tive of line illustrations or halftones of 
pictures can be stripped into typewrit- 
ten opaque stencils to make the com- 
plete sensitized offset plate. Two photo- 
graphic negatives can also be spliced 
together or one negative inserted into 
another to combine illustrations with the 
text. 
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(ourtesy Heyer Cor 


Using a lettering stylus on a duplicating 
stencil. 


C. Contact Printing Processes. 4 
photographic cellulose positive or ¢ 
translucent print can be stripped into 
the text or drawings appearing on trans- 
lucent paper or vellum to be used for 
contact printing. Transparent cellulose 
tape must be used to hold the inlay in 
place. When it is necessary to have a 
record form appear on an engineering 
drawing, it is advisable to run a sheet 
of translucent drawing paper through 
an offset or stencil duplicator at the 
time of reproducing the form. A large 
sheet can be folded to obtain this single 
impression on the translucent inter- 
mediate to eliminate an inlay. 


5. Masters to Register on Copies 


It is impractical to use masters 
printed with reproducible ink when 
varying printed copy sheets (each copy 
slightly different) are used in a set of 
forms. This presents a problem ot 
placing the recorded data on the mas- 
ter to register in the spaces of the 
set of printed copies. Copy registra- 
tion ean be accomplished by several 
processes. 

A. Gelatin Hectograph Process. (1) 
Master can be printed with the constant 
copy of the form on the face of the 
sheet with ordinary, non-reproducible 
ink and the fill-in recorded with heeto- 
graph pencil or typewriter ribbon so 
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that the recorded information will regis- 
ter on the preprinted copies, or (2) A 
printed copy can be used as the master 
provided it is on hectograph paper suit- 
able to use as the master. 

(3) A sheet of copy paper can be used 
as a guide if it is not suitable for a 
master. It can be placed on top of the 
master paper, with hectograph carbon 
paper between the two sheets, to make 
the master a hectograph carbon copy. 

B. Spirit Hectograph Process. (1) 
Place a printed copy sheet on top of a 
master unit set and type or write on it. 
The recorded information will appear on 
the back of the master (a reverse hecto- 
graph carbon copy) to register with the 
copies to be reproduced. 

(2) Kiss-print the form on the face 
of a master unit set on an offset dupli- 
cator using black ink. This provides a 
guide for recording the information 
which will appear on the back of the 
master (a reverse hectograph carbon 
copy) to register on preprinted copies. 
The unit sets, with divider sheet remain- 
ing in place, can be hand fed to the 
duplicator. The same plate used to 
print the unit sets can also be used to 
reproduce a supply of printed hecto- 
graph paper copy sheets to be used for 
the fill-in. 

C. Stencil Process. Form-topped sten- 
cils are used when it is desired to im- 
print the fill-in on preprinted copies by 
the mimeograph process. The same de- 
sign appearing on the copy is printed in 
blue ink (not die-impressed) on the yel- 
low stencil, and is used as a guide for 
typing or writing the variable data or 
text. The printed form is positioned on 
the stencil to insure registration on the 


Small Si 
Open Italic (Fwo-line-Filled in) 
Outline Roman ....filled in 


SMALL “CAPS” FOR TITLING 
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preprinted copies when run through the 
stencil duplicator. 

D. Offset Process. Direet image plates 
can be printed with a non-reproducible 
ink (ordinarily light blue or pink color) 
so that the form acts as a guide for re- 
cording to register on preprinted copies. 
Sinee this ink does not reproduce, it 
also provides a means to furnish prep- 
aration instructions. Both reproducing 
and non-reproducing inks can be used 
on the same offset plate. 

As an alternative, especially when 
registering is not a difficult job, a 
sheet of the printed copy paper can be 
placed on top of the direct image plate 
over a sheet of reproduction carbon pa- 
per to act as a guide for recording the 
fill-in as a carbon copy in the plate. 

E. Contact Printing (Whiteprint). 
When unexposed sensitized paper is 
preprinted it is necessary to have the 
recorded data on the translucent master 
in proper location to register when 
whiteprint fill-in eopies (diazo  pro- 
cesses) are made. The most practical 
method for obtaining this registration 
is to print the form design on the 
translucent master in non-reproducing 
ink (light blue color) which will be 
deleted on the copy. By this method it 
is possible to have color contrast on the 
copies. The unexposed sensitized paper 
can be printed in one color ink on sev- 
eral different color sheets, with another 
color used for the exposed fill-in. Both 
reproducing and non-reproducing inks 
‘van be used on the same master. 

Graph chart, scaled and cross-section 
papers are available in stock forms hav- 
ing the printed lines of light blue non- 
reproducing ink to provide guide lines 


Stroke Lettening 


Some styles of lettering 
for spirit duplicating. 


Courtesy Ditto, Inc. 
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ADDITIONAL SUPPLIES FOR 
PREPARING GELATIN 
HECTOGRAPH MASTERS 


Hectograph Master Paper or 
Units ‘blank or printed). 


Hectograph Pencil (colors). 
Hectooraph Ink (colors). 


Hectograph Typewriter 
Ribbon (colors). 


Hectograph Carbon Paper 
(colors). 


Hectograph Inked Stamp Pad 
(colors). 


Correction Fluid. 
Adhesive Correction Tape. 
Block-Out, Correction Pencil. 


for making charts, drawings and 
sketches. Grid lines do not appear on 
the finished print. 

As an alternate to masters printed 
with non-reproducing ink it is also 
practical to fill-in for registration by 
using a guide copy behind the master 
to show the form design through the 
translucent paper. One copy of the 
printed unexposed sensitized paper can 
be used repeatedly for this outline 
guide. For best results the guide sheet 
should be printed or drawn with black 
ink on white paper. 


6. Prepare Two Masters Simultaneously 

It is practical to prepare two iden- 
tical masters for these results: (1) to 
permit doubling the quantity run when 
requirements exceed the capacity run 
from a single master, (2) to provide 
masters for reproducing the same in- 
formation at two locations, and (3) to 
record constant data on both masters 
and then add the variable to each. In 
each case the master can be preprinted 
or blank. 

A. Gelatin Hectograph Process. It is 
easy to produce two or more masters 
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simultaneously for the gelatin hecto- 
graph process. Gather two sheets of 
heectograph master paper and a sheet of 
hectograph carbon paper between them 
with the carbon coating down. Type on 
the top sheet using hectograph ribbon, 
or write with hectograph pencil to pro- 
duce the original. The hectograph car- 
bon paper produces the second master. 

This application is practical for com- 
bined order and invoice writing. One 
master (preprinted as the order) is used 
for the order. The quantity shipped and 
the prices are added to the second mas- 
ter (preprinted as an invoice) to re- 
produce the invoice copies. 

B. Spirit Hectograph Process. Two 
spirit hectograph unit sets can be 
gathered together to produce two mas- 
ters in one writing or typing. As an al- 
ternate, two or more sheets of hecto- 
graph master paper can be backed up 
with hectograph carbon paper (carbon 
paper behind each sheet with coated 
side up) to produce two or more mas- 
ters. 

C. Offset Process. Two direct image 
offset plates (thin, systems, paper plate) 
can be prepared simultaneously by in- 
serting a sheet of reproducible carbon 
paper between the two plates to make 
the second plate a carbon copy. A spe- 
cial carbon paper is ideal for this ap- 
plication. 

The black cushion sheets used with 
yellow mimeograph stencils are a prac- 
tical substitute for carbon paper when 
preparing duplicate or triplicate direct 
image paper offset plates. One cushion 
sheet can be used 15 to 20 times for 
economy. 

The second or additional paper offset 
plates can be run on the offset dupli- 
eator at the time of producing the 
copies from the original plate. Repro- 
ducing ink is required when this appli- 
cation is used. 

D. Contact Printing Processes. Two 
translucent masters, for use with any 
contact print process, can be prepared 
by using black carbon paper to produce 
the second copy. Additional sheets of 
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carbon paper, placed coated side up be- 
hind both masters, will produce a more 
opaque image for reproducing better 
copies. Brown, non-smearing carbon 
paper is better for diazo machines. 


7. Prepare Two or More Masters for 
Different Processes Simultaneously 


The possibilities of reproduction are 
practically unlimited when you take 
advantage of a combination use of 
processes. The applications are limited 
but difficult problems can be _ solved 
when dual processes can be applied. 

A. Gelatin and Spirit Hectograph 
Processes. (1) Front and Back Master. 
Master unit sets can be used for dual 
reproductions—combining the use of the 
master for both gelatin and spirit hecto- 
graph processes. This is done by using 
hectograph typewriter ribbon or hecto- 
graph pencil on the face of the master 
for gelatin process with hectograph car- 
bon paper below (carbon side up) to 
transfer the same image or data to the 
back of the master for the spirit 
process. Both face and back can be 
printed with reproducible ink to repro- 
duce the form and fill-in at the same 
time. Additions can be made to either 
side when variable date is required. (2) 
Separate Masters. Insert a sheet of 
hectograph master paper inside of a 
master unit set having the carbon coated 
side up. Use hectograph pencil or type- 
writer ribbon on the face of the set to 
prepare the gelatin master. The image 
will also appear on the insert sheet, in 
reverse, to prepare the spirit hectograph 
master. 

RB. Gelatin Hectograph and Offset 
Processes. (1) Gelatin Hectograph Mas- 
ter as Original. Place hectograph mas- 
ter paper (blank paper or printed with 
reproducible or non-reproducible ink) 
on top of the direct image paper offset 
plate and use black reproducing carbon 
paper, or black carbon sheet from a 
white or light colored mimeograph sten- 
cil to make the offset plate a carbon 
copy.(2) Offset Plate as Original. Place 
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ADDITIONAL SUPPLIES FOR 
PREPARING SPIRIT 
HECTOGRAPH MASTERS 


Hectograph Masier Units 
(blank or prinied). 

Graphite Pencils (various 
degrees). 

Ballpoint Pen. 

Ve Cctod tele pac te): ME @iet doles MME ae tel-t 
(colors). 

Hectograph Typewriter 
Ribbon. 

etelicreBatchelserelt iat teteh@hu-ta le as 

Correction Fluid. 

Correction Pencil. 

Eraser. 

Gummed Correction, Block- 
Out Strips. 


the direct image paper offset plate on 
top and use hectograph carbon paper 
to make the gelatin master as a carbon 
copy. 

C. Spirit Hectograph and Offset 
Processes. Offset Plate as Original. 
Place a sheet of hectograph carbon 
paper on the back of the direct image 
paper offset plate, carbon coated side 
up to place the image in reverse on the 
back of the offset plate. Use the face 
of the plate for offset reproduction and 
the back of the plate for spirit hecto- 
graph reproduction. 

D. Gelatin Hectograph, Spirit Hecto- 
graph and Offset Processes. Three mas- 
ters for three different processes can 
be prepared simultaneously by using 
this combination. Place a black mimeo- 
graph cushion sheet on top of a direct 
image paper offset plate and insert them 
between the sheets of a _ hectograph 
master unit set. Type on the face of 
the unit set using hectograph ribbon to 
make the gelatin master as the original, 
the paper plate a carbon copy, and the 
spirit master appears on the back of the 
offset plate in reverse. 

E. Gelatin Hectograph and Contact 
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Printing Processes. (1) One Master for 
Both Processes. Type or draw the image 
on the face of a translucent sheet using 
heetograph typewriter ribbon or pencil. 
Use the face of the master for gelatin 
process when a short run of hectograph 
copies are required. For best results in 
contact printing, back up the trans- 
lucent master with black carbon paper, 
coated side up, to place the image in 
reverse on the back of the master. (2) 
Separate Masters. The translucent mas- 
ter used for any contact printing proc- 
ess can be made in combination with a 
gelatin hectograph master either as the 
original by using hectograph carbon 
paper, coated side down, to make the 
heetograph master as the carbon copy; 
or gelatin master can be made as the 
original by using black carbon paper 
to make the translucent master the car- 
bon copy. 

F. Spirit Hectograph and Contact 
Printing Processes. (1) One Master for 
Both Processes. Place a sheet of hecto- 
graph carbon paper (coated side up) 
behind the translucent master to tran- 


scribe the heetograph image in reverse 


of the master. The back 
master is used for the spirit 
and the translucent master for 
contact printing. The hectograph image 
on the back of the translucent sheet 
makes the copy more opaque for better 
contact prints. (2) Separate Masters. 
Place a translucent sheet on top of a 
hectograph master unit set with a black 
double-faced sheet of carbon between 
them. The translucent sheet is the origi- 
nal backed up by the black carbon which 
also puts the image on the face of the 
spirit set, 

G. Offset and Contact Printing Proc- 
esses. Place the translucent master sheet 
on top of the direet image paper offset 
plate and use a black eushion sheet 
from a mimeograph stencil instead of 
ordinary carbon. The image drawn or 
typed on the translucent master will be 
more opaque and will reproduce sharper 
copies because the black coating on the 
cushion 


on the back 
of the 


pre CESS 


sheets makes an impression 
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Courtesy Columbia Ribbon & Carbon Mfg. Co. 
Offset plates are made plain, or with stock 
ruling, or special printing, for tabulating 

machine use. 


from both sides which also places the 
image on the back of the translucent 
sheet. 

Another way to accomplish the same 
result is to reproduce a supply of copies 
by the offset process and run a translu- 
cent sheet as the last copy to make a 
translucent intermediate master for re- 
producing all subsequent copies by the 
whiteprint process. 

This is an ideal application for engi- 
neering or architectural drawings where 
a quantity of prints can be reproduced 
originally from the offset plates and the 
transkucent master filed for reproducing 
a few copies for subsequent require- 
ments. For systems work, both trans- 
lucent. master and offset plate can be 
preprinted to reproduce form and fill-in 
together. 

H. Liquid Hectograph, Offset, Con- 
tact Printing Processes. Masters for 
three processes can be made simultane- 
ously by placing the items in this order: 
(1) translucent sheet, (2) sheet of re- 
production carbon coated on two sides, 
(3) direct image paper offset plate, (4) 
hectograph carbon paper with coated 
side up. The carbon puts the image on 
the offset plate and also backs up the 
copy on the translucent contact print 
master. The hectograph carbon paper 
places the image on the back of the 
offset plate, in reverse, to reproduce by 
spirit hectograph process. 

I. Mimeograph and Offset Processes. 
Insert a direct image paper offset plate 
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in a white or yellow mimeograph stencil 
unit between the black cushion sheet 
and the backing sheet, or substitute the 
paper plate for the backing sheet. Type 
or draw on the stencil in the usual man- 
ner of preparing the stencil and the 
carbon will put the image on to the 
paper plate. 

Other combinations can be developed 
from the above methods to meet specific 
applications. 


8. Make Printed Masters from a Master 

When two or more identically printed 
masters are required, it is advisable to 
apply a process permitting the repro- 
duction of intermediate masters. This 
applies to record forms, charts, graphs 
or drawings to which additional infor- 
mation is added and both the printed 
image and the fill-in are reproduced at 
the same time. 


A. Offset Process. A supply of printed 
direct image offset plates can be pro- 
duced on an offset duplicator from 
either (1) an original direct image 
plate, (2) an intermediate direct image 
plate (a copy from the original), (3) 


an opaque stencil transfer plate, or (4) 
a photo transfer plate. 

B. Whiteprint Processes. A supply of 
translucent intermediates, (transparent 
paper, cloth or film) containing the 
image of the original translucent or 
transparent master, can be reproduced 
by the diazo processes (positive prints 
developed by ammonia fumes or by 
liquid developer solution). Using these 
processes, it is possible to make trans- 
lucent sepia line paper or matte foil in- 
termediates containing only a portion of 
the image and additions or variable data 
can be added to the intermediate. 

C. Contact Print Processes. When the 
existing copy is not translucent, it is 
possible to make a print in a photo 
printer which can be used for producing 
a supply of translucent intermediates. 
This original print is made by reflee- 
tion. If darkprint silver sensitized pa- 
per is used, the original print will be 
& mirror image negative which can be 
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used to produce readable positive inter- 
mediates by the same process. The 
original can also be a mirror image 
positive if self-positive paper is used. 
Positive translucent intermediates may 
be reproduced by the same method or 
the translucent print may be used to 
reproduce intermediates by the diazo 
processes. Reflex film makes intermedi- 
ate masters from opaque copy, or from 
sheets with copy on both sides, right 
in the diazo machine without darkroom 
equipment. 

D. Photographic Processes. Any image 
‘an be photographed (same size, en- 
larged or reduced) to produce a nega- 
tive or positive which can be used for 
making intermediates by other proc- 
esses. (1) Positive translucent inter- 
mediates can be produced from a cellu- 
lose or paper negative by using negative 
intermediates in a contact printing 
frame or box printer, (2) The photo- 
graphic negative can also be used to 
produce printed direct image offset 


Courtesy Columbia Ribbon & Carbon Mfg. Co. 


Preparing an offset master on a tabulating 
machine. 
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Now...do highest quality printing 


... 80 quick and 


easy to use! 


in your own office with... 


“3M” all-aluminum Photo-Offset Plates 


NUMBER-ONE FAVORITE of 
quality printers, the ““3M’”’ pHoTo- 
OFFSET PLATE is tailor-made for 
your company’s printing depart- 
ment. 

On Miultilith and Davidson 
offset duplicating machines, this 
presensitized, all-aluminum plate 
delivers finest quality printing in 
less time . . . every time. 

And it’s easy to process! Needs 
no special processing equipment— 
no whirling or graining machines 


Canada: London, Ont., Can. 


—no darkroom. Just a few short 
minutes—and it’s press-time fora 
finished plate of the highest pro- 
fessional quality. 

That’s all there’s to it. And 
anyone can do it! Prove it to your- 
self by specifying “3M” Brand 
sensitized aluminum PHOTO-OFF- 
SET PLATES on your next order for 
duplicating supplies. They’ll turn 
out the most professional, highest 
quality printing jobs in your com- 
pany’s history! 


Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Minn.—also 
makers of “Spherekote’’ Brand Drawsheets and Blankets, ‘“‘“Spherekote’”’ Brand Tympan 
Covers and Frisket Papers. General Export: 122 E. 42nd St., New York 17, N. Y. In 


THe Orrice—August, 1952 





“WEATHER-PROOF!” Exposure and de- 
veloping time remain constant despite 
changes in temperature or humidity. 
PLATES give perfect performance 


“3M ’ 
from package to press in any weather. 


EXACT REPRODUCTIONS! If it’s in the 
negative, it’s on the plate. And it’s 
on every sheet of every job—every 
time. “3M” PLATEs print perfect half- 
tones, deeper blacks, richer colors. 


“3M"_ PLATES ZINC PLATES 


HANDY, SAFE STORAGE! Lightweight 
5 and thin, “3M” all-aluminum PHOTO- 
OFFSET PLATES weigh only about one- 
sixth as much as conventional zinc plates 
—take up about one-half the space. 
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WON'T OXIDIZE! No scrubbing or etching 
before exposure or on the press. No 
scumming during hot, humid days. No 
oxidizing when the press is = 


ing! You can erase any part of the image 
on “3M” all-aluminum PLATEs. Lines, 
writing or hand-lettering can be added 
after press-mounting. 


3 EASY TO CORRECT! No honing—no scrap- 


STRETCH AND WRINKLE-PROOF! ““3M’”’ 

A all-aluminum PHOTO-OFFSET PLATES 
won’t stretch. Won’t wrinkle. Will deliver 
exact color registration, completely uni- 
form impressions on every toh. 








3M Sensitized } q: 


AMlurmnum 


PHOTO-OFFSET PLATES ; 


Made by the makers of 
“Scotch” Brand Cellophane Tape 








GET THE COMPLETE FACTS TODAY! Write 
“3M” Co. Dept. 082, St. Paul 6, Minn. for 
FREE work-samples and full information. 
Include names of presses. State if you have 
exposure equipment. 














ADDITIONAL SUPPLIES FOR 
PREPARING STENCIL 
DUPLICATING MASTERS 


Mimeograph Stencil (plain, 
die-impressed, photographic 
or printed-form topped). 

Cushion Sheets. 

Pliofilm Top Sheet or Type- 
writer Ribbon. 

Writing Plate. 

Photographic or Die-Impressed 
Inserts. 

Correction Fluid and 
Burnisher. 

Block-out Sheets. 











plates and translucent masters. (3) 
Film is available to make a positive 
(image opaque and background trans- 
parent) in a camera and this positive 
can be used to produce a quantity of 
translucent intermediates by the white- 
print processes. (4) As an alternate to 
3 above, a cellulose or paper photo- 
graphie positive can be made from a 
cellulose or paper photographie nega- 
tive in a printing frame to provide a 
means for making translucent inter- 
mediates. 


9. Facsimile Masters from 
Existing Copy 


Masters can be made from existing 
originals by several methods without re- 
doing the layout or copy work. 

A, Photographic Methods. A common 
method for making a facsimile master 
is to photograph the original and use 
the negative to make a photographic 
plate for offset reproduction. The re- 
production image can be the same 
size as the original or it ean be made 
smaller or larger. Colors can be picked 
up, separated or omitted by using color 
filters on the camera lens. Changes can 
be made in the original by placing re- 
vised copy over any area, 
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B. Contact Printing Methods. When 
the printed or written image of the 
original is on opaque material or paper 
printed on two sides, a contact print 
can be reproduced by reflection on silver 
sensitized paper by exposing to light in 
a box printer. This negative can be 
used as the master for reproducing 
positive prints in the box printer, by 
the blueprint or Van Dyke processes, or 
used to make a photographie zine, alumi- 
num or paper plate for offset reproduc- 
tion. 

A positive (mirror image) ean also 
be reproduced by reflection exposure 
in a box printer when self-positive 
paper is used. These translucent mirror 
image positives can be used as the 
master for reproducing other readable 
positive prints by the same method or 
they can be used as the intermediate 
for reproducing copies by whiteprint 
processes. 

A reflex positive film intermediate, 
having sepia image and_ transparent 
background, can be processed completely 
by the whiteprint process on the con- 
tact machine applying liquid developer. 
These positive intermediates are used 
for reproducing positive prints by 
whiteprint process. 

C. Combination Photographic and 
Contact Printing Methods. Photographie 
negatives can be used as the master for 


B. Dick Co 


Courtesy A 


An illuminated drawing scope. 
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Announcing a new Burroughs sales policy— 





Now you can buy 


Burroughs adding machines 


and cash registering machines 


from your local dealer 


as well as from your 
Burroughs representative 


Burroughs now, for the first time, will make its 
adding machines and cash registering machines 
available through dealers in communities in all 
parts of the United States and Canada —as well as 
through its own sales offices and representatives. 


This new policy stems directly from the rapidly 
expanding needs of business. Today more people 
are using business machines —and more business- 
men need figuring machines—than ever before. 
Burroughs is answering this challenge with the 
highest production rate of precision-built prod- 
ucts in its history. 


To make this greatly increased production con- 
veniently available to more people, in more 
places, Burroughs is supplementing its own 


selling organization by appointing a coast-td 
coast network of carefully selected dealers. 


The extensive line of hand and electric modelg 
sold by dealers will carry the standard Burroughs 
guarantee—and the Burroughs factory-trained 
service organization will be available to maim 
tain these machines on the same basis as thos 
sold through Burroughs branches. h 


Wherever you are, you'll find it easier than evef 
to do business with Burroughs. So whatevef 
your adding or cash registering needs, look 
first at a Burroughs. Simply call your nearest 
Burroughs office, or see your local Burroughs 
dealer. Burroughs Adding Machine Company, 
Detroit 32, Michigan. 


Prospective dealers may obtain complete information from Burroughs factory-branch offices in leading cities. 


+ 
WHEREVER THERE'S BUSINESS THERE'S Burroughs 
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reproducing positive prints by the blue- 
print or Van Dyke processes or by 
contact printing in a box printer. Cellu- 
lose transparent positives can be made 
from a photographic negative by con- 
tact exposure (using negative cellulose 
film) or made directly in the camera 
(using positive cellulose film) and either 
can be used as the intermediate for re- 
producing copies by the whitepriut diazo 
processes. 

D. Dry Electrical Process (Xerogra- 
phy). Direct image plates for offset 
reproduction or translucent masters for 
contact printing can be made by trans- 
ferring the image of an existing original 
to the offset plate, translucent paper, or 
cellophane by the Xerography process 
which uses powder instead of ink. A 
thin metal plate is_ electrostatically 
charged to make it sensitive to image 
reception. The translucent original is 


exposed by direct contact in a contact 
printing frame which causes the posi- 
tive charge to disappear in the areas 


Courtesy Charles Bruning Co. 


Collating transparent and translucent masters 
to make a composite print of a completed 
form on a diazo (whiteprint) contact printer. 


exposed to light thereby leaving the 
image remaining in the charged portion. 
A negative charge powder, a cascading 
developer, is flowed over the exposed 
plate and the powder adheres only to 
the charged or image area due to the 
electrostatic attraction. The powdered 
image is transferred to the offset paper 
plate or translucent sheet by releasing 
the charge from the metal plate in a 
discharge machine. The offset plate or 
translucent master containing the trans- 
ferred image is then heated between 
the hot platens of a fuser to set the 
powder and make a permanent print 
which is used to reproduce a quantity 
of copies by the offset process or by 
contact printing. 

It is possible to reduce the size of an 
existing copy 13% (100% down to 87% 
of original size) with a No. 2 XeroX 
camera while a No. 3 reduces to 50% 
and enlarges to 150%. A commercial 
photo-copy camera having an adapter 
back will give a variable focus down 
to 50% reduction. Information can be 
omitted on the paper offset plate or 
transluscent master by blocking out the 
unwanted area on the existing original. 
Likewise information or record area can 
be changed or additions can be made to 
the existing original by using an overlay 
or extension sheet. 

E. Facsimile Methods. When copies 
are required of a large number of 
existing originals, some facsimile ma- 
chine should be used to transfer the 
image to a reproduction master rather 
than redo the writing, typing or art- 
work. Four machines are available for 
preparing facsimile intermediates which 
‘an be used as duplicating masters for 
reproducing multiple copies. The method 
and results of each are much the same: 
(1) Faxograph makes mimeograph 
stencils or direct image offset plates. 
(2) Multifax makes hectograph mas- 
ters, mimeograph stencils, and dir 
image offset plates. (3) Stenafax makes 
mimeograph stencils or direct image off- 
set plates. (4) Roneo-Troniec makes 
mimeograph stencils. Sensitized films and 
cloths make diazo facsimile masters. 
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The “Finest impressions’ are made with OLD TOWN. Here's 
the sensational carbon with the sealed-in ink which truly doesn’t 
rub off on fingers and clothes. Rub your hands across the smooth 
clean surface and you will see for yourself that not the faintest 
trace of ink will show. 


Now, type, write, draw or print through Super-Kleen. The pres- 
sure breaks through the moisture-proof protective covering and 
you have a master that is sharp, clean and ready to go to work 
for you. 


Used with an OLD TOWN Spirit Duplicator, or any other dupli- 
cator, you will be amazed at the hundreds of high quality copies 
you can make in a matter of minutes from a single master. 


For Duplicating Machines and supplies that are unsurpassed use 
OLD TOWN — the pioneers in liquid process duplicating. Be 
“letter perfect” — use OLD TOWN finer Carbons and Ribbons 
scientifically created to fulfill every possible requirement. 


PACIFIC STREET © BROOKLYN 17, NEW YORK 
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10. Master as Part of a Set of Forms 


Reproduction masters can be a part 
(original preferable) of a multiple unit 
set or continuous strip set of forms. 
The printed reproducible form master 
may be a fixed part in the set or it can 
be inserted as a separate unit into the 
set. The advantage of this combination 
is to have sufficient carbon copies avail- 
able at the time of the original writing 
and use the master to add supplemental 
information to reproduce additional 
copies. For example: (1) In a combina- 
tion order-invoice application the mas- 
ter is the original in the set. The carbon 
copies are order copies which can be 
distributed immediately. After ship- 
ment, the quantity shipped and_ the 
prices are added to the master and it 
is used to reproduce the invoice copies. 
(2) In a combination purchase order 
and receiving report application, the 
second copy is a master which is used 
by the receiving department to add re- 
ceiving information and to reproduce 
the required number of receiving report 
The other copies in the set 
constitute the purchase order copies 
which are distributed immediately. 

The combination printed master and 
set of forms can be applied by these 
(1) gelatin heetograph using 
master; (2) spirit hectograph using 
master; (3) mimeograph using stencil; 
(4) offset using thin direct image plate, 
and (5) all processes of contact print- 
ing using translucent master. It is also 
practical to prepare two of the same 
kind of masters or two different kinds 
in a set of forms. 

Small spirit hectograph masters or 
stencil sheets with carbon paper may be 
spotted and affixed over the address area 
of a set of forms to produce a name and 
address master at the time of typing the 
form. The small masters are placed in 
hand duplicating devices to reproduce a 
quantity of shipping labels or tags. 


copies. 


processes : 


11. Using Continuous Strip Masters 


When there is a volume of the same 
kind of copy work required to prepare 
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reproduction masters, it is advisable to 
use continuous strip masters in fanfold 
pack or roll form. Continuous strip 
masters are available in blank to repro- 
duce the recording only or they can be 
printed (record form, horizontal ruled, 
letterhead, bulletinhead or chart) to 
reproduce the printing and the recorded 
fill-in at the same time. Continuous 
strip masters can be marginally punched 
for machine registration and perforated 
to tear to standard sizes or to any 
length. 

Continuous strip masters can be used 
with these processes: (1) gelatin hecto- 
graph, (2) spirit hectograph, (3) off- 
set using direct image plate, and (4) 
contact printing using translucent mas- 
ter. They can be used on any writing 
machine (typewriter, accounting ma- 
chine, Teleprinter, Teletypewriter and 
Radiotype), tabulating machine or ad- 
dressing machine, 


12. Make Master Smaller Than Original 

When the existing original is larger 
than the maximum size permissible on 
an office duplicating machine, it is 
advisable to reduce the size by photog- 
raphy and use the negative to prepare 
a photo offset plate or a positive to 
make contact print intermediates. <A 
Xerox camera will reduce an image 
directly to a paper offset plate or a 
translucent master. 

This reduction is a common applica- 
tion for reproducing a quantity of 
engineering drawings to reduce the cost. 
A 17” x22” pencil tracing can be re- 
duced one-half (144 actual area size) to 
reproduce legible copy on an 814” x 11” 
size sheet. A larger tracing, 22” x 34”, 
can be reduced one-half to reproduce 
on an 844”x11” sheet by placing half 
on the front and half on the back of 
the sheet. (Typewriter type is legible 
at one-half reduction which is one- 
fourth actual area size.) When the 
amount of typewritten copy or artwork 
exceeds that of one page, it is desirable 
to layout the format proportionally to 
reduce the size to reproduce on one 
page. Reducing the size slightly may 
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Get the facts on the revolution 
in stencil duplicators ... 


The introduction of the revolutionary REX-ROTARY 
D-270 set entirely new standards in the mimeograph 
tield. For the first time a stencil duplicator provided 
COMPLETE AUTOMATIC INK CONTROL that can be ore- 
set to produce light, medium or dark copy. A bell 
signals when ink supply is exhausted. 

COMPLETE ELIMINATION OF LEAKING INK and messy 
ink pads. 

PRINTING PRESS PRECISION jn registration control, 
uniformity of copy and automatic feed. 

PRICED TO SAVE YOU AS MUCH AS 50% ! 


DEALERS! Some territories still available for qualified 
and aggressive distributors. 





féx- ROTARY pict Corp. « 19 W. 31, New York « WI 7-4927 





tex-Rotary Distributing Corp. 19 W. 31 St., New York 1, N.Y. 
et me have more information about the new Rex-Rotary D270 duplicator and FILL OUT 


he name of my neorest distributor. COUPON FOR 
eae FULL INFORMATION 








ADDITIONAL SUPPLIES FOR PREPARING 


DIRECT IMAGE OFFSET PLATES 


eliminate running the second page. 


13. Reproduce Two or More 
on a Master 


All reproduction processes provide 
means for reproducing two or more like 
copies or different copies (1 to 1 size) 
on a master when the area requirement 
of the copy is small enough to be han- 
dled on an office duplicator. Master cost, 
layout time, machine running time and 
collating is practically cut in half when 
two copies are reproduced together. 

The photo offset process affords addi- 
tional possibilities for accomplishing 
multiple runs. (1) When the overall 
size of the pages exceeds the maximum 
printing size, the copy can be reduced 


ADDITIONAL SUPPLIES FOR 
OPAQUE STENCIL TRANSFERS 


Opaque Stencil. 
Correction Fluid. 


Offset Typewriter Ribbon (fabric 


or carbon paper). 
Offset Inked Stamp Pad, 


Translucent Tracing Carbon 
Paper. 


Black or Red India Ink. 
Double-Faced Black Carbon 
Paper 


Soft Eraser. (greaseless) 
Surface Restorer. 


Deletion Fluid. 


by photography to get two pages on a 
plate. (2) When the same art is to 
appear several times on a plate, the 
original drawing can be photographed 
and the required number Van Dyke 
positives made from the photographic 
negative so that they may be pasted in 
position for rephotographing to make 
the multiple plate. (3) The photographie 
negative of the original artwork can 
also be used to burn in two images on 
the plate by using the step and repeat 
method for preparing the multiple 
plate. (4) Positive cellulose film can 
be used to make additional negatives in 
a contact printing frame from the photo- 
graphic negative made from the art- 
work. These negatives can be spliced 
together to prepare the multiple offset 
plate. 


14. Original Artwork for Offset Plates 

The normal practice in offset repro- 
duction is to prepare original artwork 
on a good quality of white drawing 
paper or board. This is done by mark- 
ing off the layout with light blue pencil 
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Why REcessED OFFSET 


means PRINT SHOP Quality 
for the life of the master 
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A. B. DICK COMPANY, Dept. 0-852-0, 5700 Touhy Avenue, Chicago 31, Illinois 


Without obligation please send me more information about A. B. Dick 
C) direct image... photo-offset products for offset duplicators. 


eT REET NN: | Te nee eae nee seen 
Make of Offset Duplicator... ER EPS Se eA Oe See 
Organization 

City 
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“MARATHON READY-MASTERS 
eee AND I 


are just like-that! 


Like loads of other offices, we do a 
lot of hectograph duplicating. And who 
prepares the masters? Little me! But 
unlike lots of girls in those other offices, 
I don’t mind the job . . . not with Mara- 
THON Ready-Masters. 

Personally, I like Ready-Masters be- 
cause the carbon surfaces and all cut 
edges are “Super Coated” to keep them 
clean. You don’t find me in the washroom 
scrubbing purple stains off my hands. Of 
course, my boss has other reasons for 
using them. He likes the idea of the choice 
of colors. You can get Ready-Masters in 
blue and black, as well as purple. And 
Ready-Masters have a very special ink 


by 


formula that gives lots more clean, sharp 
copies without smudges or finger marks. 

Economy is another thing everybody 
goes for in a big way. Ready-Masters 
have improved shelf life, so we can buy 
larger quantities without worrying about 
them aging in stock. 

I'll bet if you write to Columbia they'll 


~ send you samples of Ready- 
aS Masters for you to try for 
> yourself. Then Ready-Masters 


é and you and I will be just like 
uJ 


COLUMBIA RIBBON & CARBON MFG.CO. Inc. 
Main Office & Factory: 

101- Herb Hill Road, Glen Cove, L. I., New York 

New York Sales and Export: 58-64 West 40th Street 

Branch Offices and Distributors in Principal Cities 

Consult your local Telephone Classified Directory 


Columbia 


MARATHON 
READY-MASTERS 


Maratuon Ready-Masters are furnished blank or with 
form preprinted . . . in single sheets or assembled systems 
for use with all types of business machines. 
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White Drawing Paper Stock. 


Blue Pencil. 
Black India Ink. 


Proofpress or Relief Duplicator 
and Type. 


Rubber Cement. 


Carbon Paper Typewriter 
Ribbon. 


Black Masking Tape. 





ADDITIONAL SUPPLIES FOR PREPARING 
OFFSET PHOTOGRAPHIC TRANSFER PLATES 


Acetate Shading Sheets (positive 
and reverse). 


Kraft Eraser. 
White Opaque Paint. 


Copying, Enlarging, Reducing 
Camera. 


Negative Film or Paper. 
Negative Opaque. 
Etching Needle. 








and drawing the lines with ruling pen 
and black India ink. Type can _ be 
set on a Multigraph and a supply of 
copy proofs pulled. The words or 
sentences are cut from the proofs and 
pasted in place with rubber cement 
to complete the artwork. When there 
are minor changes in the various parts 
in a set of forms, it is not necessary to 
make an inked drawing and paste up 
for each different part. Multiple parts 
can be made from the original artwork 
by three methods. 

A. Make Changes on the Original 
Artwork. A photographie negative is 
made of the original artwork and then 
changes are made on the artwork by 
placing overlays or copy title changes 
to revise the artwork for the second 
part. A photographie negative is made 
of the revised artwork and then it is 
changed and rephotographed as many 
times as there are parts required. The 
negatives are used to make the photo 
offset plates. The disadvantage of this 
method is that the artwork becomes 
soiled in handling and changing and 
the procedure is slow because each 
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change requires photographing sepa- 
rately and the previous original art- 
work is lost for future use. 

The camera used in the Xerography 
process transfers the image from the 
artwork to the paper offset plate with- 
out a negative. Pasted-up artwork and 
overlays can be used. 

B. Make Contact Prints of the Origi- 
nal Artwork. A photographie negative 
is made of the original artwork and 
sufficient positive Van Dyke copies (or 
any other positive contact prints) are 
made from the negative. A separate 
Van Dyke is changed by placing over- 
lays on top of any area or by pasting 
over of copy title change. When all 
parts have been made, a photographic 
negative is made for each part and these 
negatives are used to make the photo 
offset plate. Having a copy for each 
part of the set facilitates making future 
revisions of any copy without disturbing 
the others. 

C. Make Contact Negatives with Posi- 
tive Film. A photographie negative is 
made of the original artwork and then 
sufficient cellulose negatives are made 
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WHY WAIT A WEEK 
FOR THOSE 

NEEDED 
FORMS? 


See 


Stop costly delays. Get 
your important printed matter 
promptly .. . have it when you need it 
It’s easy when you own a Davidson 
Dual. It does both offset and letterpress 
printing . . . letterheads, office forms, 
price lists, advertising literature, post 
cards, etc... . top quality work in black 
and white or multi-color. 
it will do all your office duplicating, 
too . . . form letters, bulletins, confi- 
dential reports . . . quickly . easily. 
Saves time — plenty of it — and 
money, too. Want details? See your 
nearest Davidson Sales and Service 
Agency or write us . . . no obligation. 


Davidson We 


Hundreds 

of printers t 
who operate =f 
Davidson t 
Duals can 3 
give you 

this fast, "> 
low cost * 
service, tag, 4% 


iN. 


Sy, 


Ask 
for a 
Demonstration 


stSSeeeeeseseesseeseeeeeeeeeseeseseeseee 
DAVIDSON CORPORATION 
1036-60 W. Adams St., Chicago 7, Ill. 


Please send literature on Model 25! David- 
son Dual. 


NAME 

FIRM 

ADDRESS : 

CITY ... . STATE 
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by using positive film in a printing 
frame in contact with the original nega- 


| tive. Copy title changes or other minor 
| changes are pasted up on one sheet of 


white paper which is photographed. 
The film negative of the changes is cut 
apart and spliced in place for each 
part in the set. Each spliced negative 
is used to make the photo offset plate. 
It is more practical to have a complete 
negative for each part rather than 
splice the change to the one negative 
each time a plate is made. 

Considerable opaquing time can be 
eliminated with this method. Photo- 
graphic imperfections are opaqued on 
the original negative and will not ap- 
pear when making the additional nega- 
tives by the contact process. 


15. Dot and Dash Lines in Forms 


In forms design it is advisable to use 
various weights of lines to indicate dis- 
tinction by breaking up the area into 
sections, columns, or horizontal writing 
spaces. The practice of always using the 
lightest weight line in the design fa- 
cilitates better legibility of the recorded 
information and tones down the ap- 
pearance of the printing when a num- 
ber of lines are needed in the copy. The 
use of single dotted horizontal lines or 
single dash vertical lines are the most 
practical to use as the basis for light 
lines. Dot and dash lines are not used 
extensively in the preparation of office 
reproduction masters in forms design 
perhaps because of lack of knowledge 
by the person preparing the masters. 
The various wheel styli used for the 
stencil process can be used for inserting 
dot and dash lines on all masters, sten- 
ceils or plates. 


A, Gelatin Hectograph Process. Place 
a sheet of hectograph carbon paper on 
top of the master sheet and draw the 
lines with a wheel stylus. When master 
unit sets are used for the gelatin pro- 
cess, the stylus can be used on the top 
sheet to make the hectograph carbon im- 
pression on the master. 


B. Spirit Hectograph Process. Sub- 
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*Artie came in with the package, 
and wanted $1.92 postage for parcel 
post. And was Mamie mad! 


®“No you don’t! And leave me 
without enough stamps to send out the 
afternoon mail? Take your package 

to the postoffice.” 


® Artie said he was too busy. Mamie 
said ditto. They used to fight it out... 
until we got the DM. 


@The DM is a desk-model postage meter 
that prints postage, any kind of stamp 
needed for any kind of mail, right on the 
envelope. Prints a dated postmark with 
the stamp, and a small ad, if you like. Has 
a moistener, too, for sealing envelope flaps. 
You can learn to use it in a few minutes. 


®@ The DM can be set for as much postage 
as you want to buy... always protected 
from loss, damage, theft... automatically 
accounted for on visible registers. 





@ A big convenience in any office, saves 

time and postage in most. Other models 

for larger mailers. Call the nearest 

Pitney-Bowes office, for a demonstration. 

Or send the coupon. 

FREE: Handy wall chart of new Postal Rates 
for all classes of mail, complete with 


changes, and parcel post zone map 
for any locality. 


PITNEY-BOWES 
Postage 
Meter 


Offices in 93 cities 
in U.S. and Canada 





1 SPOSTNG 
sf CRE 


Ke: | Coe Qe a 9 
HERE ao 
PitNney-Bowes, INc. : 


3431 Paciric St., STAMFORD, CONN. 
Please send free () booklet, FZ) wall chart to: 
Name 





Firm 
Address. 
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stitute the wheel stylus for the pencil 
when dot or dash lines are to appear 
on the reverse side of spirit master of a 
unit set. 

C. Stencil Process. Place the stencil 
on the drawing scope and stencilize the 
dot and dash lines with the wheel stylus. 

D. Relief Printing Process. Dotted 
and dash line rules are available for 
handset composition on Multigraph du- 
plicator and letterpress. Dotted and 
dash Jines can also appear on photo- 
engravings, electrotypes and rubber 
plates for reproduction by the relief 
processes. 

E. Offset Processes. (1) Direct Image 
Plate. There are two practical methods 
for drawing dot and dash lines on di- 
rect image plates. 

(a) Rule all the solid lines first and 


' then place the guide marks on the face 
| of the plate with any color watercolor 


) pencil 


# 


; 


= 


) 


(marks will disappear when 
plate is run). Place the plate face up 
on top of the glass of a drawing scope 
and then place a sheet of translucent 
tracing carbon paper, carbon side down, 


fF on top of the plate. Clamp the plate 


and carbon paper in place and draw 
the dot or dash lines on the back of the 
carbon with a wheel stylus to transfer 


the yellow carbon lines to the plate. 
(Translucent tracing carbon is a trans 
lucent yellow paper having a yellow 
coating of wax which is susceptible to 
ink. The colored guide marks on the 
plate are visible through the carbon 
when light penetrates from the drawing 
scope. ) 

(b) Rule all the solid lines first on the 
face of the paper plate. Turn the plate 
upside down on the drawing scope and 
trace the outline lines on the back of 
the plate with graphite pencil. Insert 
the guide marks for the dot and dash 
lines on the back of the plate. Place a 
sheet of black reproducing carbon pa- 
per, carbon side up, under the paper 
plate. Draw the dot or dash lines on the 
back of the plate with a wheel stylus 
and the carbon lines will appear on the 
face of the plate. 

(2) Stencil Transfer Plate used for 
making an offset plate is similar to a 
mimeograph stencil sheet, the main dif- 
ference being that the transfer stencil 
is a photographically opaque sheet. The 
drawing scope is used and the stenciliz- 
ing method is the same. Therefore, the 
wheel stylus can be used in the regular 
manner to draw the dot and dash lines. 

(3) Photography Transfer. There are 





Translucent Paper (blank cr 
printed with reproducible or 
non-reproducing ink). 


Translucent Whiteprint Copy 
Paper. 

Negative Copy Paper. 

Positive Copy Paper. 

Matte Foil Positive Film of Form. 

Black Graphite Pencil. 

Black India Ink. 





ADDITIONAL SUPPLIES FOR PREPARING 
MASTERS FOR CONTACT PRINTING 


Non - Reproducing Blue Ink or 
Pencil. 


Black Carbon Paper Typewriter 
Ribbon. 


Regular Black Typewriter 
Ribbon. 

Black Carbon Paper. 

Inked Stamp (black, blue). 


Contact Printing Frame, Box or 
Machine. 


Transparent Adhesive Tape. 
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MESSAGES THAT MADE HISTORY + No. 10 OF A SERIES + 


COPYRIGHT 1952 + GILBERT PAPER COMPANY 


"Alone, are, fo buld ou-the tind...” 


The courtship and 

married life of Eliz- 

abeth Barrett and 

Robert Browning is 

an inspiring victory 
for love and faith over hopelessness and dark 
despair. Virtually imprisoned by an insanely 
possessive father, Elizabeth Barrett emptied her 
heart to her forbidden lover in some of the most 
glorious love letters ever written. 


At last love triumphed. “None are so bold 
as the timid, when they are fairly roused,” 
wrote Elizabeth. In the face of the father’s 
certain wrath, Elizabeth married her sweet- 
heart in secrecy and escaped with him to Italy. 

There’s nothing of the perfumed elegance 
in modern business letter writing. Here the 
emphasis is on good hard facts and effective 
business correspondence requires the crisp effi- 


ciency of a Gilbert letterhead paper. Tub-sized, 
air-dried Gilbert papers answer every require- 
ment for sparkling appearance, strength, and 
erasability. There are matching envelopes, too, 
of the new Gilbert Envelope Bond that seals 
quickly and stays sealed. 

When ordering from your printer, lithog- 
rapher or engraver, be sure to specify a Gilbert 
Bond. 


BOND e ONIONSKIN e LEDGER e INDEX BRISTOL 
MANUSCRIPT COVER e VELLUM e SAFETY 


REPRODUCTION e BANKNOTE PAPERS 


SGuiL BERT 


PAPER COMPANY 
MENASHA, WISCONSIN 


A good letter is always better- written on a Gilbert Bond 
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THE PIONEERS 
IN SPIRIT DUPLICATORS 
AND SYSTEMS MACHINES 
FOR 30 YEARS 


present their latest models 


UNIVERSAL 


for production control and 


DUPLEX 


for all spirit duplicating 
APPLICATIONS FOR 
SOLE AGENCY IN U.S.A., CANADA 
AND OTHER COUNTRIES, WHERE 
NOT REPRESENTED, INVITED 


ORMIG 


Berlin-Tempelhof, Germany 











two practical methods for drawing dot 
and dash lines on the artwork which is 
to be photographed for preparing offset 
plates from a negative. 

(a) Draw all of the solid lines with 
ruling pen and black India ink on a 
sheet of art paper larger than the copy. 
Place guide marks for the dot or dash 
line at the edge of the paper. As an 
alternate the spacing may be deter- 
mined inside the copy area and pointed 
off with light blue pencil and then ex- 
tended to the edge of the paper with a 
T-square. Place two ink guide marks on 
the T-square to indicate the length of 
the lines—the starting and stopping 
points. Place a sheet of black typewriter 
carbon paper, carbon side down, over 
the copy and hold in place with mask- 
ing tape. Draw the dot or dash lines on 
the back of the carbon paper with a 
wheel stylus. The guide lines at the edge 
of the paper (beyond the carbon paper) 
are used for spacing the T-square and 
the marks on the T-square are used as 
the starting and stopping points for 
the length of the lines. 

(b) Substitute translucent for art 
paper. Draw all the solid lines with rul- 
ing pen and black India ink on a sheet 
of vellum or translucent paper. Then 
turn the vellum sheet over on top of a 
sheet of carbon paper which is placed 
with the coated side up. The solid lines 
will be visible through the translucent 
paper to permit drawing the dot or dash 
lines with a wheel stylus. This places 
the carbonized lines on the face of the 
drawing. 

F. Translucent Masters for Contact 
Printing. When contact printing is ap- 
plied to methods work whereby the in- 
formation is recorded on a printed mas- 
ter so that copies include both the form 
and the fill-in, it is desirable to use 
dotted and dash lines in the design of 
the form. If the master is printed, these 
lines can be included in the original de- 
sign and reproduced by mimeograph, 
relief printing or offset processes. When 
translucent intermediates are to be 
made from an original drawing for 
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whiteprint process, the insertion of dot 


| 
| 
| 


and dash lines can be placed on the | 


master by the following method. 

Place a blank sheet of translucent pa- 
per on top of a sheet of black type- 
writer carbon paper (carbonized side 
up). Draw all the solid lines with a 
pencil. This will make good opaque 
lines for the image appears on both 


| 
j 


r . | 
sides of the sheet. Draw the dot or dash | 
lines with a wheel stylus to carbonize | 


them on the back. Translucent inter- 
mediates made from this drawing will 
include the opaque solid lines 
lighter dotted or dashed lines. 


and | 


16. Artwork for Printing Done Outside | 
Economies can be affected by pre- | 


paring the artwork and furnishing it to 
the printer when it is necessary to pur- 
chase printing because of size limita- 
tion, length of run or bindery require- 
ments. Artwork, suitable for photog- 
raphy, can be used by the printer to 
make letterpress or offset plates there- 
by eliminating expensive composition or 
layout costs. Supplying the artwork as- 
sures exact copy reproduction and ex- 
pedites delivery by eliminating the need 
for obtaining proofs. Artwork can be 
saved and changes made when required 
by placing the new copy over the re- 
vised area. 


Buregs 


“I hope he rides by here. We have some 
old forms to get rid of.” 
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48 Pages 
8x10 
$3.00 


Woang pater can 
Prieg 29 "= 
ae ews 


OFFSET CUTOUTS 


Stock promotional headings, for reproduction. 
Book of 2,000 classified specimens, only $3.00 post 
paid. A rich source of practical help and inspira 
tion. Thousands in use. Available also are other 
books containing promotional art, cartoons, bor 
ders, panels, holiday art, etc. Most complete 
service in U., S. Free descriptive booklet. Sales 
representatives wanted in metropolitan districts. 


A. A. ARCHBOLD, Publisher 
1209-E S. Lake St. Los Angeles 6, Calif. 


~ 











Save time! Cut 
Costs! Better Work! 
Try 10 days FREE! 


Runs full length 
solids without 
a break! 


Perfect distri- 
bution of foun- 
tain solution! 


END ink distribution headaches NOW! Attach 
Jumbo Shell and Vibra-Roller in 15 min., no 
Grilling. Try 10 days FREE! Write for details, 
stating model Multilith or Davidson you have! 
LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 
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if you have a 
SPIRIT 
DUPLICATOR- 


—and want more clear copl@S —shorp, easy-to-read copies 


in quantities you hadn't thought practical—in your choice of five 
eTai Ite lame) (eo) a toed oligo) (Wa -te Mie 1a-1-1, 0 o} (U1 -Mlol alo ol (ola a 


—with clean hands — clean olalotMel-laeltli-MeMal-h mul-tiel lla iUla telat 


coating plus edge-seal virtually imprisons the carbon to protect 
hands and clothing — 


—then you want CLEEN-SEAL. cteen-seat moster sets and 


spirit carbons are new. They have a new protective coating that 
seals in the carbon yet it is released completely and evenly by the 
lightest touch. Mail the coupon below for FREE samples and a 
oh cel (ele Meh Mme] | ME tt) o) ol I(-t Mh colm@my lial m@melt] olilaeliolas 


S A-B-DICK 


A. B. DICK COMPANY, Dept. 0.852-S 
5700 Touhy Avenue, Chicago 31, Illinois 


I'd like FREE samples of A. B. Dick CLEEN-SEAL master sets and 
your catalog of supplies for spirit duplicators. 


NAME Se ae RR 
SCHOOL 

MAKE OF DUPLICATOR__ 

ADDRESS 


CITY ZONE __STATE_- 
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Operation and Control of an 
Office Duplicating Department 


GEORGE J. HART 
Shell Oil Co., New York. 


UPLICATING in the modern sense 
I) is a far cry from the days when 
business depended upon typing, or 

a sunshiny day to obtain blueprints. The 
old typewriters required a strong finger 
pressure to type a letter. Today we have 
electric machines with a feather touch. 
Also in the old days if you wanted a 
blueprint for the engineering depart- 
ment, you had to wait until the sun was 
shining so that you could place a 
vacuum frame out the window to obtain 
a print. If it was overcast or rainy, you 
just waited until the weather cleared up. 
Reproduction methods and equipment 


have kept pace with the progress de- 
mands of American business. Today 
business is being served by machines 
which reproduce records in minutes and 
print thousands of copies per hour. 
Operators are skilled and keep informed 
on the latest machines and methods. 
Telephone calls, conferences and oc- 
casional visits by salesmen are not suffi- 
cient even for a small business to keep 
abreast of competition. The printed 
word, properly handled, gives manage- 
ment a simple and fast means of dis- 
seminating its policies in reference form 
to personnel, production, sales divisions 








CONTROL 








a 











PHOTO 
PROCESS 








Function chart of a duplicating department. 








COPY 
PREPARATION 














DUPLICATING 
PROCESS 











Control clerk allocates and schedules orders. 


Copy preparation group types direct image masters, prepares photographic copy and draws 

offset copy. Photo process group produces all photographic work including photocopies, con- 

tinuous printing and plate making. Duplicating process group does spirit, stencil and offset 
duplicating. 
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PREPARE IN OUPLICATE. 
Name Date FORWARD BOTH Copies. 











DEPARTMENT APPROVED 





REQUEST FOR TYPING, PHOTOCOPY AND REPRODUCTION 





METHOD ORIG.| COPIES | SIZE DESCRIPTION AND REMARKS 
TYPING, Imwct. ORIG. 








SPIRIT 





STENCIL 





PHOTOCOPY 





NEGATIVE, EACH 





PosiTive, EACH 





D1AZ0 





BLUELINE 





BLACKL INE 





TRANSPARENT 





OFFSET 








MULT | GRAPH 





VARI-TYPER 





PHOTOGRAPH 
































A requisition form for the duplicating department (reverse side is below). See page 85. 
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TyvPine Spirit STENCIL Diazo PHoTo OFF set 





COMPLETED PAGES COPIES OPERATOR 

TYPED 

CHECKED 

FILM 

PLATE 

PRINTED 

ASSEMBLED 

REMARKS: 














The Hermetite Non-Slip Process 
for carbonizing tissue... 





The Hermetite process produces a_ curl-resistant 
carbon paper which is easier to collate with copy 
’ sheets and will not slip in the machine to mar 
oe on multiple copies. This means more 
accurate copies—less make-ready time for typists. 


eee ee 





Hermetite processed tissue makes carbon paper 
especially suited for electric typewriters because of 
its greater strength and durability. 





PINS PAROLE LOREM SES EES NP 


Hermetite processed carbon paper is more eco- 
nomical to use on all office machines because it 
lasts longer, saves time and simplifies machine 
operation. 


Write one of the following manufacturers for 
samples of Hermetite processed carbon paper. Try 
it on your machines and compare the results. 


American Carbon Paper Mfg. Co., Ennis, Texas 

Kores Carbon Paper & Ribbons Mfg. Corp., 43-49 Bleeker St., N. Y. 12 
Miller-Bryant-Pierce, Aurora, Ill. 

Pacific Carbon & Ribbon Mfg. Co., 1451 Harrison St., San Francisco 
Queen Ribbon & Carbon Co., 128 Wythe Ave., Brooklyn 11, N. Y. 
Write Incorporated, 420 Lexington Ave., N. Y. 17 


| SMR RENSSELAER ES MSR SRI ENCES RIAL 8 Ie PEE te PEO SS 


HERMETITE Corporation 
Carlstadt, New Jersey 
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For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


ATLAS DELUXE MODEL 


For 300 offset 
plates, x-ray films 
etc. or 500 sten- 
cils the DeLuxe 
is one of the 
many vertical fil- 
ing cabinets 
manufactured by 
Atlas. Construct- 
ed of heavy 
gauge steel with 
ball - bearing 
casters, locking 
stop-arms, piano 
hinge and sepa- 
rate hanger 
frame. Available 
’ in three sizes to 
* accommodate the 
widths of 
Atlas hangers. 
May be equipped 
' with DSH HA 
) series PSC series 
or GRIPDEX ser- 
ies hangers. 
DeLuxe Model — 
>» ten, 1 
wide, 26'' deep. 
B Deluxe Model 
—25"' high, 15!/2"* 
™ wide, 26"' deep. 
> C Deluxe Model 
» —25"" high, 24!/2"* 
wide, 26'' deep. 


ATLAS PORTABLE MODEL 


For 100 offset plates, x- 
ray films etc. or 
stencils the Portable is a 
compact unit of all steel 
construction. Equipped 
with spring- -lock, piano 
hinge and carrying han- 
die. May be equipped 
with DSH, SHA, PSC or 
GRIPDEX ‘hangers. 
24'/,"" high, 13" 
1l'"* deep. 


ATLAS HANGERS 


Four series of Atlas han- 
a fill every vertical 
ling need. DSH Han- 
gers for stencils. 
SHA Hangers for offset 
plates. 
PSC Hangers for x-ray 
films, blueprints, stencils 
in file folders, etc. 
GRIPDEX Hangers for 
gow and specialty 
iling. 

Write today for literature on the new Atlas 

Film File and the complete line of 
Atlas Vertical Files. 


ATLAS STENCIL FILES CORP. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 


wide, 


80 





and customers. 

This is essential today with markets, 
products and prices changing constantly. 
We know the need of adding the phrase 
“Prices subject to change without 
notice” to price lists and contracts. It 
does not add good will to acknowledge 
an order with regret that the price 
changed two weeks ago. Price changes 


must be printed and mailed the same 
day they 


oceur. 

Today progressive management is 
alert to the importance of having a com- 
plete and efficient duplicating unit with- 
in its own organization. Reliance upon 
an outside printer involves the risk of 
competing with numerous other cus- 
tomers for quick service. Commercial 
printers properly cover the field of 
printing in large quantities, forms, book- 
lets and advertising matter. Office dupli- 
cating is used to fill the needs of daily 
or hourly service of a business. The out- 
side commercial service is also used to 
overcome peak periods. This is the 
answer to the problem of expanding to 
take care of all possible requirements. 
Excessive duplicating equipment and 
personnel will quickly cut down any 
price advantage held over commercial 
printing. 

Although the office processes as a 
whole are used for shorter runs than 
commercial presses, for this very reason 
they are adaptable for use by large con- 
cerns where all sorts of short-run copy 
work are continually cropping up. 
Separate the large volume work and 
concentrate on the reports and com- 
munications that are most necessary for 
the day’s business. That basically is the 
idea of having duplicating machines in 
offices. 

Whether an office uses one or all the 
many duplicating processes, there must 
be a system established for operation 
and control. Duplicating being a service 
usually comes under the authority 
of the office manager, who in turn ap- 
points a supervisor to take charge of 
the actual production. The supervisor 
should have qualifications which justify 
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EFFICIENT 
CLEAN 
SIMPLE 


QUIET 


EXPRESS INKER 


{Stencil duplicating becomes the finest office reproduc- 
tion process with the Gestetner Duplicator because its — 
automatic vacuum feed distributes the special, no-waste 
ink to oscillating, revolving rollers for ink distribution 
similar to a printing press. No other stencil duplicator 
has this advanced inking system, equalled only by such 
other Gestetner features as the fast, accurate paper feed 
which adjusts for thick or thin stock; the easy-to-adjust 
margin control; the accurate speed control for different 
classes of work; automatic counter that stops machine 
at desired quantity ; clean-stacking receiving tray; single, 
self-contained power unit. The Gestetner prints better 
—in any color—on sheets up to 814” x 14”. Famed 
throughout the world since 1881. Write for illustrated 
literature. 





lolywo 
DUPLICATOR CORPORATION 


50 McLean Ave., Yonkers 5, N. Y. Phone: YOnkers 8-6666 
1724 H St., N. W., Washington, D. C. Phone: Executive 1350 








The Liquid Process Duplicator 
Se 


only 


$129% 


WITH A ONE YEAR FACTORY GUARANTEE 
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The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 
Capacity 100 stencils 


TECHNYGRAPH CO.,Techny, Ill. 
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making him responsible for the opera- 
tion, maintenance and repair of the 
equipment, preparation, allocation, and 
completion of all reproduction material. 
Relying upon the usual personnel pro- 
cedures of a company, an individual 
should be selected for past experience, 
ability, ambition and other desirable 
qualities usually looked for at the super- 
visory level. 

The staff to operate the equipment 
are usually experienced operators and 
recent school graduates who are given 
assistant duties and trained by the 
supervisor. The selection of personnel as 
operators should be considered as im- 
portant as the hiring of stenographers 
or clerks. A low standard requirement 
for operators will inevitably result in a 
loss of efficiency, waste of material, and 
generally unsatisfactory work. A well- 
balanced personnel program, interpreted 
by the supervisor, will prove to the 
operator that his work is important to 
the company. 

A medium size section normally is 
equipped with a hectograph, a stencil 
duplicator and an_ offset printing 
machine. This requires a supervisor and 
three operators. In a small setup of this 
kind the supervisor is usually able to 
operate one of the machines when nec- 
essary. A minimum amount of produc- 
tion and cost records need be kept by 
the supervisor. 

A large duplicating section embracing 
all the processes requires a more elabo- 
rate staff. Control becomes a necessity 
to insure the even flow of large volume 
production. Centralization of equipment, 
material and personnel concerned with 
duplicating is the first step toward com- 
plete efficiency. 


As production is the primary purpose 
of a duplicating section, the responsi- 
bility for achieving results rests upon 


supervisors and those who perform 
other duties. A control clerk is respon- 
sible for the allocation and scheduling 


of orders. The copy preparation group 


is responsible for the typing of masters 
and drawing of copy. The photo process 
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FROM COAST TO COAST ADVISE: 


be Specie... buy Marti: 


You'll save time, money, trouble and confusion by standard- 
izing on the Atlantic line for your office paper needs. 

For accounting, duplicating and typing, there’s an 
Atlantic sheet with the combination of qualities to meet your 
exact requirements: uniformity, printability, durability and 
smoothness. 

So, be specific . . . say “ATLANTIC!” — Atlantic Bond, 
Atlantic Ledger, Atlantic Mimeo Bond and Atlantic 
Duplicator. 

You’re sure to like the results — and the price. 





q 


Eastern's Atlantic Bond 
AND OTHER FINE BUSINESS PAPERS 
MADE BY EASTERN CORPORATION «© BANGOR, MAINE 
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BAN DA—superb product of 
Block & Anderson’s twenty years 
leadership in Spirit Duplicating — 
gives you clear, clean, consistent copies, 
perfect registration and up to 
seven colours at once from a single 
‘Master’ sheet, typed, written or drawn, 


without stencils or ink. 


Wir, 


BLOCK & ANDERSON LTD., 58-60 Kensington Church St., London, W.8, England 








BLOCK & ANDERSON LIMITED 


2052 St. Catherine St. West 146 Laurier Ave. West 2889 Bloor St. West 
MONTREAL, CANADA OTTAWA, CANADA TORONTO, CANADA 
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group is responsible for the production 
of all photographie material including 
photocopy, continuous printing and 
plate making. The duplicating process 
group is responsible for production of 
hectograph (spirit), stencil and offset 
duplicating. 

Of prime importance is a properly 
designed requisition form. That on page 
78 was copied from a form specially 
designed in the Shell Oil Co. to fit an 
existing system. The face of the form 
lists all the essential information needed, 
including process desired, number of 
copies required and necessary remarks. 
The reverse side becomes the work 
record of the section. Listed thereon will 
be the number of sheets typed or printed, 
the date when the work was completed 
and the operator’s name. This form is 
made in duplicate; the original is at- 
tached to the work until it is finished. 
The duplicate is held for reference at 
the control desk. Requisitions are re- 
ceived by the control clerk who, after 
examining the work, determines whether 
it will be printed or otherwise repro- 
duced, the format to be followed, the 
priority to be given in relation to other 
jobs and the time allotted for comple- 
tion. 

Obstacles to production are bottle- 
necks that appear from nowhere and 
always at the wrong time. Bottlenecks 
do not just happen—they are the result 
of weak controls. The remedy is to link 
production to a control which gives up- 
to-the-minute facts on present and 
future requirements, singly, combined 
and in proper sequence. With produc- 
tion under control, there is little waste 
of time; employees and equipment are 
used to best advantage, and buck-pass- 
ing is eliminated by giving the super- 
visor a picture of what responsibilities 
are being met or missed and by whom. 

A control board can be adapted to 
duplicating work to enable the control 
clerk to schedule printing and dupli- 
eating through the various steps from 
the time copy is received until delivery 


(Continued on page 134) 
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@ Finest quality homogenized oil 
base ink, laboratory controlled 
for use in any climate, on open 
or closed cylinders. 

@ Will not destroy stencils, clog cylinder 
or pad. 

@ Batch-tested for uniformity of quality 
and performance. 

@ Available in pound or half pound cans. 


Write Today for Name of Nearest Jobber 


INK SPECIALTIES CO., Inc. 
$23 N. HALSTED ST, CHICAGO 22, Kit. 


In Canada: - 
Carbon Paper Service Bureav 
94 Adelaide St., West, 
Toronto, Canade. 
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Amazing new “Magic” Tabula- 
tor! Sensational new Carriage 


Control! Extra “Personalized” 


Key found on no other type- 
writer! 17 time-saving features! 


In addition to an improved “Magic” 
Margin to make margin settings even 


easier than ever before, the new 


“Magic” Tabulator, a new, exclusive 
feature which allows the secretary to 
operate tab with either finger or palm 
without moving her hands from the 
guide-key positions, aids speed. 


new typewriter of all time! 


Royal Standard has a host of new and 

exclusive features! Not gadgets! 
They are helpful, time-saving con- 

veniences — each one designed with 


the operator in mind! 


So, don’t wait! You can have a free 
office trial of the new Royal Standard 
Typewriter simply by calling your 
local Royal representative. 


> 


Carriage Control, a new, exclusive 
feature which lets the secretary suit the 
carriage tension to her needs. Just a flip 
of the knob does it! No need to call in 
a repair man! What a convenience! 
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extra cost—a 43rd key with your choice 
of 3 combinations. Or, at slight extra 
charge, other combinations or business 


trade-marks. OAD 


8 Extra “Personalized” Key. At no 





New Time-saver Top. Look at the 
convenience here! “Touch Control” 
within easy reach. Easy-to-get-at spools 
for ribbon-changing. Press button .. . 
it’s all instantly accessible. 


See the Wonderful New Royal Standard Now! 


“Magic” and “Touch Control” are registered trade-marks of Royal Typewriter Company, Inc. 
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in black and white or color 


WITH THIS AMAZINGLY VERSATILE 





RONEO is the most versatile duplicator ever 
designed. . . . Efficient, fast and automatic, it 
delivers clear, sharp copies in any quantity 
desired . . . cuts running cost to the bone. 


AUTOMATIC INKING CONTROL... 
Put the ink in the cylinder and forget it. Roneo inks 
give at least twice the number of copies per Ib. of ink. 


20 SECOND COLOR CHANGE... 


interchangeable color drums for clean, fast changes. 


DOUBLE-SIDED WORK... 


can be done on all normal duplicating papers without 
slip-sheeting — a big time-saving feature. 


PLUS MIMEOGRAPHING... 


Without, alinecL cuttiog; its low price 


This exclusive Roneo-tronic process makes it possible, 
for the first time, to produce high class reproductions of 59 0 
halftones — pictures or photographs — in fine detail on 
@ stencil duplicator. Write for complete details. bias 


Dealers Note: A few choice franchises still available. 


ADDO MACHINE COMPANY, INC., 145 W. 57th ST., NEW YORK 19, NEW YORK 


Exclusive U. S. Distributors for Addo-X Adding Machines —Roneo Mimeo Machines—Multo Calculators 
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Dexigraph photocopy installation at P. M. Kline Co., Cleve- 
land, where photographic systems benefit shipper and carrier. 


Photocopy Duplicating Speeds 
Railroad Freight Handling 


M. W. ANDERSON 
Systems and Photo Records, Remington Rand Inc., New York 


AMERAS find favor as work simpli- 

fication tools in digging away at 

the mountains of paperwork gen- 
erally connected with railway, plane and 
truck distribution operations. Pioneers 
in the use of photography for office and 
distribution depot labor saving are the 
railroads. Virtually all of them use one 
or more forms of photography to cut 
costs and keep paperwork moving. 
Cameras, as their use is applied to speed 
the distribution of goods by rail, are 
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actually the basis of complete opera- 
tional techniques or office systems. 

Let’s look at some accomplishments 
of photographie systems in bookkeeping 
and other paperwork control operations, 
and then at a few case histories of pro- 
cedures that speed handling, making one 
document do the work of two or more, 
cutting the error potential and reducing 
the clerical operations all along the line. 

Photographic methods most widely 
adapted to the handling of distribution 
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routines in rail operations are straight 
photocopying and microfilming. Both 
have many advantages in common, and 
each has certain special features: the 
use of microfilm, as an example, cuts 
filing space by about 99%. 

Time studies at yards of the Chicago, 
Milwaukee, St. Paul & Pacific Railroad, 
where a number of photocopying cam- 
eras are used to speed the handling of 
waybills, passing reports and other 
vital records, showed that one man could 
make six pictures in the same time that 
was required in the transcribing of one 
line on an ordinary freight passing 
report. On the Milwaukee and many 
other lines, the camera is used to copy 
shipping orders, at the point of origin 
—after waybill number, rate and rout- 
ing have been indicated on the shipping 
order. The photocopy is then retained by 


FOR CMARGES OF RETICLED TRAMSCONTES we 
= a == EAST AND WEST RAILROAD COMPANY ay 
mgt be bee Bd 





Amount to 
be Pout 











Copy is added top and bottom by masking 
a photocopy of shipper's original order to 
make the photocopy a freight bill. 


the origin station and the shipping order 
is sent in lieu of a waybill. 

Photocopying is also used at the point 
of origin to copy shipping orders cover- 
ing prepaid shipments. The copy is then 
given to the shipper as a_receipted 
freight bill. It is used at points of 
destination to copy waybills covering 
collect shipments and the copy is pre- 
sented to the consignee as a collect 
freight bill. 

Railroads use masks to block out any 
postings on the originals which are not 
desired on the photocopies. Masks may 
be used, too, as a means of providing 
new headings and footings for the 
original forms, converting them into still 
another record. For example, in copying 
a prepaid shipping order to obtain a 
photocopy that will serve as a prepaid 
freight bill, the heading which states 
that the form is a shipping order can be 
masked with a form on which is printed 
the name of the railroad and the words 
“freight bill.” Further masking provides 
space at the bottom for extending 
freight charges, totals, date, signature, 
ete. : 

That the problem of keeping essential 
paperwork moving at a pace to match 
today’s freight handling speeds is a 
significant one is shown in a “before and 
after” look at microfilming procedures 
in connection with Seaboard Air Line 
Railroad’s handling of Red Ball freight 
shipments (principally perishables). The 
time required for abstracting from the 
waybill or Red Ball (perishables) en- 
velope the data necessary for the 
preparation of interchange and passing 
reports was approximately one minute 
per waybill or envelope. This meant that 
a minimum of one hour was required 
for abstracting the necessary informa- 
tion on a 60-car train. 

The minimum time required, on the 
other hand, for physical handling of 
such a train in the yards is approx- 
imately eight minutes from the time of 
its arrival until it is ready for delivery 
to connections. Since even in this type 
of operation a certain amount of payer- 
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HUNDREDS of Customers and 
Business Forms Dealers Asked 
Us to PROVE What We Said 
About ZIP-A-PART Carbon 
Interleaved Forms 


Their Orders and Repeat 
Orders Show How Happy They 
Are With the PROOF 


Now It’s YOUR Turn! 
Rush the Card and get Samples 
of These Amazingly Useful, 
Time-and-Labor Saving Forms at 
NEW LOW PRICES 


ZIP-A-PART Carbon Interleaved 


Forms Are Manufactured Exclusively 
by 


BATTYE-FRANKLIN CORP. 
1320 Franklin Bidg., 720 S. Dearborn 
Chicago 5, Il. 


J 











Hush Card for NEW 
EFFICIENCY 
PRICE LIST 


(IN 
ALP-A-PART 


Carbon Interleaved Forms 


Drastic improvements in production 


methods have cut our costs extensively 


We’re Passing the Big Savings Along to 
ZIP-A-PART Dealers and Customers 


Rush the Card for FREE Samples 

and Full Information on Quality 

Price and Quick Delivery 
BATTYE-FRANKLIN CORP. 


1320 Franklin Bldg., 720 S. Dearborn 
Chicago 5, Ill. 





work has to keep up with the train, any 
method to reduce the time required for 
abstracting data would permit that much 
quicker delivery of cars to connections. 

Microfilming and other methods of 
photographing various types of records 
was already in operation on this road, 
all with satisfactory results. In turning 
to microfilming to close the big time gap 
in the physical and paperwork handing 
of extra rush shipments, there were 
several obstacles to be met. The prin- 
cipal one was the time that would be 
required under ordinary processing pro- 
cedures to produce a readable record. 
There was no problem connected with 
the recording of images; the 60 docu- 
ments for a typical train could be run 
through the Film-a-record camera in 
two or three minutes. 

The difficulty was in_ processing— 
until Remington Rand designed and con- 
structed at the road’s yards an on-the- 
spot developer for a simple processing 
procedure whereby pictures of waybills 
for a 60-car train are ready in less than 
five minutes from the time the docu- 
ments are available to the yard’s clerical 
force. 

The Chicago & North Western Rail- 
way makes extensive use of microfilming 
and here are some of the advantages that 
have been noted: 


1. They have been able to discontinue 
daily issuance of some 2,000 waybills 


with resultant substantial savings in 
payroll, cost of billing equipment, forms, 
‘varbon paper, binders, ete. 

2. There has been a marked reduction 
in record storage space requirements. 

3. Errors formerly attributed to 
transcribing information from shipping 
tickets to waybills have been completely 
eliminated. 

4. They can now put correct informa- 
tion in the hands of destination agents, 
particularly as it applies to shipper’s 
Order Notice and C.O.D. shipments; 
shippers’ instructions as to pick-up and 
delivery service, correct descriptions of 
packages and contents in shippers’ own 
terms; shippers’ invoice and package 
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Filing photocopies of orders, the originals of 
which have been rushed to the manufacturers 
for shipping action. 


numbers as well as consignees’ order 
numbers, ete. 

Through the use of photocopying, the 
Chicago, Milwaukee & St. Paul has 
eliminated the preparation of waybills 
for local l.¢.l. (less carload lot) ship- 
ments. Instead, a photocopy is made of 
the shipping order and the order ac- 
companies the shipment to its destina- 
tion, while the photocopy is retained at 
the point of origin. Similarly, it has 
eliminated the customary fanfold_bill- 
ing operation on local l.¢.l. shipments 
and proofreading operations. 

In addition to handling all loeal 1.e.1., 
Dexigraph cameras are used to copy all 
passing waybills covering cars on which 
the Milwaukee is the intermediate car- 
rier. A photocopy of each such waybill 
is furnished to the accounting depart- 
ment in order that the department may 
readily check the delivering lines for 
settlement. This method makes it pos- 
sible to provide an early estimate of 
earnings, and to insure the proper settle- 
ment of each carrier’s portion of the 
charges. 











Sunoco’s Charge 


Account System 
OUPL CATOR 

UN Oil Co. changed to a punched 

card cyele billing system tor 

handling retail charge account busi- 
ness on July 1 with the introduction of 
its Sunchex system at Sunoco service 
stations in 18 eastern and midwestern 
states, District of Columbia and south- 
eastern Canada. First east coast mar- 
keter to switch from the familiar cour- 
tesy card system, Sun has installed com- 
plete machine accounting for charge 
sales. Central accounting offices are lo- 
cated in Philadelphia and Hamtramck, 
near Detroit. 

Sunoco charge customers have re- 
ceived books of Sunchex to use in mak- 
ing their charge purchases. Similar to 
a bank checkbook, the Sunchex pad is 
preprinted with the customer’s name, 
address and code identification. Other 
accounting data is pre-punched into the 
cards to reduce errors. At the time of 
sale, items purchased, cost of each, total, 
license number of car and date are writ- 
ten on the sales ticket and stub. The 
Sunchex is signed by the customer, torn 
out of the book and collected by the 
dealer, while the stub remains in the 
book as the customer’s record. No ear- 
bons are used. 

The system enables dealers to handle 
Toei Cadenet Ton charge sales without going from the 
| Versatile ... easy to operate... 
' COPYREX, the smallest Liquid Duplica- 
\ tor, weighs only 13 Ibs... . handles all 
: sizes from postal cards to legal size. 
3 





Efficient and economical, COPYREX 
produces quality work in one or more 
colors at one time, comparable to larger 
and more expensive machines. 

Manufactured by: 
Zeuthen & Aagaard A/S 
6 Toldbodvej, Copenhagen K. Denmark 
For complete information and dealer's 
discounts, write to: 


REX-ROTARY Distributing 





Corp. 


- ¥ Yew York 


customer's punched card account book. 
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C 
ODERN” 
FILE 


No. 990 


$7950 


With plunger-type lock 
which automatically 
locks all drawers 
No. 990PL 
$8.50 additional 


Grained Walnut, Ma- 
hogany or Knotty Pine 
Finish $12.50 additional 





Just right for the small office. A filing cabinet, a storage cabinet and 
a concealed secret vault all in one. The latest design in office cabi- 
nets, Contains four ball bearing letter files plus three adjustable 
storage compartments under lock and key. Only you know the dial 
combination of the secret vault. Will pay for itself by preventing 


petty pilferage. 50!/," high, 30!/." wide, 17" deep. Olive green or 
Cole gray baked ename! finish. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


(eo) STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 

















SENIOR SYSTEMS 
ANALYST 


Excellent opportunity for sys- 
tems analyst at Hanford 
Works in Richland, Washing- 
ton. Must have ability to ana- 
lyze large, complex systems, 
including all phases of indus- 
trial and community activity. 
Minimum of five years’ ex- 
perience necessary. Oppor- 
tunity to supervise work of 
less experienced analysts. 


Mature man, preferably 35 or 
older, with college degree; U. 
S. citizenship required. 


Hanford Works is operated 
by General Electric Company 
for the Atomic Energy Com- 
mission. Climate is sunny and 
healthful at Richland, a plea- 
sant community of 23,500 
population located in south 
central Washington State. 


Salary dependent upon ex- 
perience and ability. Applica- 
tions will be kept confidential. 


Technical Personnel Office 
GENERAL ELECTRIC COMPANY 
Richland, Washington 








island to the office and back again. In 
most cases a charge sale is completed 
in 40 seconds, more quickly than most 
cash sales. The IBM machine account- 
ing system will provide faster and more 
accurate accounting because machines 
will process charge accounts in about 
half the time required in the manual 
operation formerly used. 

When Sunchex forms are returned by 
dealers to the company’s central ac- 
counting offices, the actual customer 
charges are punched into cards to pro- 
vide information for complete mechani- 
cal processing of the accounts and is- 
suance of statements. Cards are auto- 
matically sorted according to billing 
cycle and account number. The cus- 
tomer gets a monthly machine-prepared 
two-part statement, return envelope and 
the Sunchex he originally signed at the 
station. He returns the larger portion 
of the statement with his check, enabling 
the office to credit the accounts me- 
chanically. 


a 


| 0, I, the 
FIRST ROUND 


In every election fight, the first round 
is Registration. You’ll be OUT then, 
with no chance to vote, unless you 
register. Find out WHEN, WHERE 
and HOW by phoning the office in 
charge of elections, or your City Hall 
or County Court House. And remind 
your friends so you'll all be in on that 
exciting final round. 
» *% 


x 
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THE FIRST TRUE DICTATING MACHINE APPLICATION 
OF “THE MAGNETIC PRINCIPLE OF RECORDING” 





REX RECORDER BEGINS. . . WHERE OTHER 
DICTATING MACHINES LEAVE OFF... CHECK 
THESE FEATURES WHEN BUYING 


Magnetic recording is free of surface or background 
noise. Magnetic recording is erasable, therefore ocrAm. Five 
disc is re-usable 10,000 times or more and spot 265.00 
corrections can be made by dictating over Dede 

mistake. Simplicity of construction, no TRANSCRIBING UNIT 
turntable, few parts and fixed recording 

head makes for repair-free operation. ” 

Simplicity of operation (see it and operate it) 265 5.00. 

«+e OS simple as that. COMBINATION UNIT 
All true dictating machine features: mapligtedieh Peemapass: ve 

1. Immediate access to all parts of recording. 300.00 

2. Perfect marking of length of letters and corrections: 

3. Word, phrase or sentence backspacing. 

4. Stopping and starting without clipping of words or noise interference. 


DEALERSHIPS NOW 
AVAILABLE... CONTACT 


; Lowest price machine fo install . . . 
US IMMEDIATELY FOR ° 


Lowest cost machine to 
maintain and operate 
EXCLUSIVE NATIONAL DISTRIBUTORS 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison Avenue « New York 16 New Yerk e MUrrey Hill 4.33564 


ESTABLISHED 1923 


FURTHER INFORMATION 
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are you 
really the 
business man 
you think 
you are? 


Of course you are! You're in- 

terested in expanding your 

business in every way you can, 

you're curious about new 

methods, restless for improvement. These are the reasons why you'll be 
interested in the new VUE-FAX*, the Vertical Visible System designed 
to outperform any other method in present use for maintaining important 
business records. 


WRITE TODAY FOR FULL INFORMATION ON HOW VUE-FAX* CAN 
BENEFIT YOUR BUSINESS THRU LOWER COSTS AND IMPROVED 
EFFICIENCY! THE RETURN MAIL WILL BRING YOU SOLUTIONS TO YOUR 
MAJOR RECORD-KEEPING PROBLEMS! 


FASTER FACTS *VIEW CONTROL FACTS 
WITH VUE-FAX ’ 


CORPORATION Fi AS The VUE-FAX 
91 GOLD STREET, Dept. A © NEW YORK 38, N. Y. (XS ace 
Distributed In All rincipal Cities 
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NOMDA officers, |. to r.: Edward Pfitzenmaier, secretary; Ralph Arch- 
inal, vice president; Jack Weiner, president; Lynn Roper, treasurer; 
Harold Mann, executive secretary. 


NOMDA Convention 
Sets Record in Dallas 


HE most successful convention and 

exhibit in its 27-year history featured 

this year’s annual National Office 
Machine Dealers Association’s gathering 
in Dallas, June 16-18. Over 500 dealers 
and exhibitors registered, easily a new 
record. Thirty-eight manufacturers ex- 
hibited, almost double the number in 
recent years, and many of them intro- 
duced new products. 


National Cash Reg- 
ister Co. showed 48 
different adding ma- 
chine models at the 
NOMDA convention 
including the book- 
keeping model, at 
left, which posts 
customer's state- 
ment, accounts re- 
ceivable ledger card 
and journal at same 
time, keeping all 
records in proof. 


THe Orrice—August, 1952 


Jack Weiner 
NOMDA President 


The convention featured a_ well 
rounded series of informal panels, lee- 
tures, and selling and merchandising 
movies on office machines and equip- 
ment. There were also informative talks 
on general topics of interest by prom- 
inent speakers. 

Consensus of both dealers and manu- 
facturers attending was that maximum 
value was obtained from the exhibits 











and business sessions. The exhibitors re- 
ported the heaviest traffic and sales 
activity ever. 

Among the action taken by the asso- 
ciation was a modest increase in dues 
of the various membership classes, which 
has long been needed. This is in keeping 
with ihe greater services rendered by the 
national association and local chapters. 

The recipients of retiring President 
Jackson’s awards for membership re- 
cruitment achieved by individuals went 
to Wilbur Walker, Wichita, Kans. and 
W. A. Johnston, Knoxville, Tenn. The 
prizes for local chapters attracting the 
i greatest number of new members were 
+ won by the Oklahoma, North California, 
» New York and St. Louis chapters. 
Liston Jackson, NOMDA’s most out- 


NOMDA's annual banquet in the Baker Hotel, Dallas. 


standing president of recent years, the 
host Texas Office Machine Dealers 
Chapter, and executive secretary Harold 
Mann deserve great credit for their 
vigorous efforts in combining a reward- 
ing business convention with an out- 
standing recreation program. 

The new executive officers for the com- 
ing association year are: Jack Weiner, 
Chicago, president; Ralph Archinal, 
Alameda, Cal., vice president; Edward 
Pfitzenmaier, Ardmore, Pa., secretary; 
Lynn Roper, Seattle, treasurer. 

Atlantie City will be the site of the 
next annual convention and_ exhibit, 
June 17-20, 1953. Reservations and in- 
quiries will be weleomed by Harold 
Mann, 1267 North Wilton Place, Los 
Angeles 38. 





Formula for Hot Weather Closing 


Some offices use the following formula to determine if and when the office 
should be closed and employees dismissed during a summer heat wave: when 
one-fifth the humidity pereentage plus the degrees of temperature totals 100 
(or 102 or 103). Example: Humidity 70% (a fifth of which is 14); tempera- 
ture 89°; 14 plus 89 equals 103.—From a report by the Office Executives 


Assn. of New York. 
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Calculate with your left hand. 
Write with your right. 


greater 
calculation 


speed 











bis 


WITH FACIT! 


The whole world over Facit means 
quicker and easier calculation, thanks 
to its ingenious 10-key system. You 
can check with your right hand and 
calculate with your left—5 to 10 times 
faster than ordinary calculation. Cal- 


culate with a Facit—the world- 


22 famous calculator that pays for itself. 


gy 





AKTIEBOLAGET ATVIDABERGS INDUSTRIER 





CALCULATOR moe in sweven 
FAC IT World's most exported calculator 


FACIT INC., 500 FIFTH AVE., NEW YORK 18, N. Y. 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





The Navy Department's 
Office Equipment Program 


HE NAVY has an enormous invest- 

ment in thousands of items of office 

equipment and_ office furniture, 
ashore and afloat. Current and future 
naval expansion may bring unusual de- 
mands for additional office equipment. 
To secure maximum efficiency in the 
utilization of existing office equipment, 
last August Secretary of the Navy Dan 
A. Kimball authorized a_ continuing 
office equipment program to: 

a. Assure efficient utilization of all 
existing equipment. 

b. Assist the Navy Department and 
activities in the Shore Establishment to 
select proper equipment to meet par- 
ticular requirements. 

ce. Promote a plan for a continuing 
review, by the cognizant management 
bureau or office or by the appropriate 
shore activity, of requests for new equip- 
ment. 

d. Provide information on timely re- 
placement, and policies on redistribution 
and declaration of equipment in excess 
of needs. 

e. Provide information on the devel- 
opment of new office equipment and new 
uses of existing equipment. 

f. Provide advice and consultation on 
any problems pertaining to selection and 
use of office equipment. 

To assist in administering this office 
equipment program, the Office Methods 
Division, under J. S. Davitt, administra- 
tive officer, is developing and issuing 
a continuing series of publications to be 
used by operating officials in selecting 
office equipment, establishing utilization 
and replacement criteria, disposal stand- 
ards, and keeping abreast of the latest 
developments and trends in new equip- 
ment and new applications. 

The Navy last April published an 
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issue of their Office Equipment Guide 
titled, “Introduction to Visible Reeord 
Systems”. This is a comprehensive digest 
of the entire field of visible records and 
additional guides will be published later 
to cover more of the details of cost, 
selection and operating techniques. The 
following guides are in preparation: 
Stencil Preparation Techniques, Intro- 
duction to Reproducing and Duplicating, 
Manual vs. Electric Typing, Mimeo- 
graph Operating Techniques, Selection 
of Typewriters. At present, copies are 
not available in sufficient quantities for 
general distribution to the public. How- 
ever, E. D. Dwyer, director of office 
methods, stated that if public demand 
warrants, arrangements will be made 
to place copies on sale through the 
Superintendant of Documents, Govern- 
ment Printing Office. 

The following outline is reprinted 
from the Navy Department’s procedure 
for equipment analysis: 


1. PURPOSE—FEvaluate the following: 

a. Present mode of operation with a 
view toward improving job methods by 
getting more and better work done in 
less time and with less effort, without 
resorting to the use of additional equip- 
ment. 

b. Manpower, materials and equip- 
ment now available on the job, to insure 
proper application and effective utiliza- 
tion. 

c. Present operating details, with a 
view to combining or eliminating such 
details as are unnecessary, rearranging 
fer better sequence, or simplification of 
methods. 

d. Proposed operating details to de- 
termine whether machine or equipment 
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THE NAVY'S OFFICE EQUIPMENT FEATURES ANALYSIS CHART 


is prepared by management to select the proper model of a particular type of office equip- 

ment which will best meet the requirements of the operation being analyzed. Listed vertically 

are the features required in the operation. Listed horizontally are the manufacturers and 

model numbers of equipment available to perform the operation. Checked off, either by 

use of manufacturers’ catalogs or information from manufacturers’ representatives, are the 

availability of required features in the models studied. Then the most economical equipment 
for the operation is determined. 
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methods are actually required, and if 
required. 

e. Types of equipment available on 
the market, selecting the best one for 
the operation. 


2. SCOPE. 

a. Serves as a reminder of the many 
facts which must first be assembled and 
evaluated prior to selection of equip- 
ment. 

b. Does not provide answers to ques- 
tions nor cover all problems incident to 
each individual operational analysis. 

c. Not intended to be used by anyone 
to develop justifications for the con- 
tinued use or purchase of equipment. 


3. USE. 

a. To be used by individuals and 
groups responsible for developing, ap- 
plying, and controlling operations in 
their respective organizations. 


4.CIRCUMSTANCES UNDER 
WHICH EQUIPMENT MAY BE 
REQUIRED: 


a. When a machine will save labor. 

b. When it is important to save time. 

ce. When it will save money. 

d. When it is of special value to 
improve accuracy. 

e. When it is essential to increase 
efficiency or improve work methods. 

f. When it will perform necessary 
operations impractical by hand methods. 


5. FACT FINDING THROUGH SUR- 
VEYS AND PROCEDURES 
CHARTS. 

a. Check instructions, orders, direc- 
tives, ete., which prescribe the operation, 
to obtain complete understanding, and 
verify continued need for operation. 

b. Establish sequence of operation 
and prepare flow chart to appraise work 
methods, paper or forms limitations, 
management techniques and analysis of 
work flow with respect to equipment. 

ce. Determine peak loads at various 
steps of the operation. 
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d. Determine expected life of oper- 
ation. If a one-time job, it should be 
done manually. If job is frequently re- 
peated, greater investment may be justi- 
fied. 

e. Check for duplication in other or- 
ganizational units. 

f. Determine extent of daily utiliza- 
tion of the equipment. 


6. ANALYSIS OF OPERATION. 


a. Determine: 

(1) Why it is necessary. 

(2) What is its purpose. 

(3) Where it should be done. 

(4) When it should be done. 

(5) Who should do it. 

(6) How to do it the best way. 

(7) In what order it should be done. 

b. Consider : 

(1) Eliminating unnecessary details. 

(2) Combining details when prac- 
ticable. 

(3) Rearranging operation for bet- 
ter sequence or reassigning 
equipment, without impairing 
efficiency, to avoid purchase of 
new equipment. 

(4) Simplifying all necessary details. 


7.DEVELOP EQUIPMENT RE- 
QUIREMENTS. 


a. Know the application of all types 
of equipment or have access to sources 
of information. 

b. Determine 
features required and post to Equip- 
ment Features Analysis Chart (see page 
102). 


minimum equipment 


8. SELECTION OF EQUIPMENT. 


a. List of Equipment Features Anal- 
ysis Chart the manufacturers’ makes 
and models of equipment available. 

b. Execute Chart in accordance with 
instructions pertaining thereto (see page 
102). 

ce. Conduct tests on competing equip- 
ment wherever necessary. 

Tests should reveal such features as 
simplicity of operation, speed, physical 
characteristics (such as noise), and 
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special installation requirements. (4) Date of purchase. 


ses ‘ oe x4 . (5) Special features. 
9. HISTORICAL INFORMATION, (6) Type of maintenance plan and 
a. Maintain or have access to in- cost. 

ventory control of all equipment. Should (7) Physical location of equipment. 
include at least: ms ae 

(1) Quantity owned. 10. TRAINING. 

(2) Original cost. a. Consider the necessity of training 

(3) Type, model, serial number or — and instructing personnel in the use or 

other positive identification. operation of equipment. 











He says it’s time to change 
to WESTON BOND 


If you favor better quality at name right in the watermark as a 

lower cost, you'll vote for the new guarantee of extra value and dependabil- 

WESTON BOND. A rag content paper ity. Ask your printer to use it or write 

made especially for letterheads and busi- for sample book. Address Byron Weston 
ness forms, it carries the WESTON Company, Dalton, Mass. Dept. gins 


WESTON BOND Envelopes are made with GRIP-QUIK instant sealing flap gum 


WESTON SOND” 


Made by the Makers of OLD HAMPSHIRE BOND, BYRON WESTON CO. LINEN RECORD 
and a Complete Line of Papers for Business Records 
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Top quality filing at new low prices! 


For all of your tracing — blueprint — plans filing needs 


A NEW TOP QUALITY, modular design Map and 
Plan Drawer File is not news—but the low cost of 
this Diebold file is definitely news! 

Through mass production economies, Diebold is 
able to manufacture this quality file which exceeds 
Government specifications—and pass on the savings. 

Look at these features: All steel construction, hard- 


ened steel rollers, hinged flap compressors and rear 
hood, baked finish and quality hardware. And, of 
course, modular design that allows you to add 5 
drawers at a time. 

Use the coupon below for complete specifications, 
prices and delivery information—but act today while 
supplies are available. 


iebold’ S Serving business for over 94 years 

| ) J new 

“modular” 5 drawer sections Di | | | toned tieidiian endinen 
le IO C 2047 Mulberry Rd., S.E., 


Canton 2, Ohio 
Send me complete facts on Diebold Map and Plan Drawers. 
NAME ener 
COMPANY. — a 
ADDRESS —_ a 


ONE DRAWER UNIT 2 DRAWER UNIT 
Counter Height 








3 DRAWER UNIT 





Factory branches ond dealers in all principal cities 


Microfilm © rotary, vertical and visible filing equipment © safes, chests and vault doors * bonk vault equipment * burglar alarms 
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TYPEWRITER 
Royal Typewriter Co., 2 Park Ave., 
New York 16, N. Y., announces the 
standard Royal Office Typewriter with 
the Magic Tabulator dual tab control 
which gives the secretary the advantage 


of both finger and palm tabulation with- 
out moving her hands from the essential 
guide key positions. Another exclusive 
feature Carriage Control, allows the sec- 
retary to adjust the tension of the ear- 
riage to suit the job by turning an in- 
dicating dial on the left side of the type- 
writer. A soft brown frieze in color, the 
new model adds beauty and dignity to 
any office. Green keys add a smart con- 
Many 
advanced Royal features are de- 
signed to make the typewriter a machine 
of precision and accuracy. The Person- 
alized Keyboard is scientifically designed 
for natural ease in typing. And at no 
extra cost Royal has added an extra key 
with any combination of five characters 
or, at slight additional charge, any per- 


trast and are easy on the eyes. 


more 
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sonalized symbol. Controls are located 
for instant action. The keys are made 
of non-glare plastic. With the improved 
Magic Margin, all the operator need do 
is position the carriage and place the 
index finger behind the Magic Margin 
control and move it forward gently. Re- 
lease it and the margin is set and locked 
in place. The Royal HH Space Bar is 
faster, lighter and more positive acting. 
It responds quickly to light, fingertip 
pressure. In addition, this Royal has all 
the established features: Touch Control, 
automatic paper lock, removable cylin- 
der, time-saver top, line finder, line space 
selector, variable line spacer, color con- 
trol lever and many others. 


MICROFILM CAMERA 
Recordak Corp., 444 Madison Ave., 
New York 22, N. Y., makes the Recordak 
Bantam Microfilmer which reduces pa- 


pers to 1/40th original size. At this 
ratio, 29,000 bank checks can be photo- 
graphed on a 100-ft. roll of 16mm. film. 
Three other reductions are possible with 
easily interchanged accessory lenses: 19, 
24 and 32 to 1. At 32 and 40 to 1, only 
half the film is exposed on the first run. 
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Then the roll is reversed and documents 
filmed down the other side of the film. 
At 19 and 24 to 1, standard microfilm- 
ing is done on the full film width. Film 
is easily loaded in a chamber at the top 
of machine, and there is an automatic 
built-in document feeder. Stacks of 
small or large cards or papers are placed 
on the eye-level feeding shelf and they 
drop into the receiving hopper in se- 
quence after microfilming. The feeder 
will handle 500 check-size papers per 
minute. Documents up to 11” wide and 
any length are accepted by the machine 
which measures 25” x 19” x 18”. The Ban- 
tam, plus a Model P-40 reflecting type 
film reader with magnification of 40 di- 
ameters, sells for $2,225. or rents for 
$43.50 monthly. 


AUTOMATIC STENCIL CUTTER 

Addo Machine Co., 145 West 57th St., 
New York 19, N. Y., announces the 
Roneo-Tronie Process for automatically 


stencils. This elee- 


cutting duplicating 
tronic process uses a scanning device to 
make a stencil from any copy including 
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photographic halftone pictures. The ma- 
chine saves typing and drawing time 
and eliminates proofreading by mechanic- 
ally copying from any original and mak- 
ing the stencil a facsimile of the origi- 
nal. The most difficult and complicated 
copy is cut into the duplicating stencil 
as easily as is plain typing or writing. 


TRANSLUCENT PAPER 

Hammermill Paper Co., 1463 East Lake 
Road, Erie 6, Pa., offers a free portfolio 
of Hammermill Translucent paper for use 
on diazo (whiteprint) photocopy ma- 
chines. Made in a clean, pleasing white 
color, it has a smooth, uniform surface 
for typing, writing, printing or drawing. 
This is an economical paper for prepar- 
ing all types of direct-print masters for 
machines like Bruning and Ozalid. A 
free booklet describing the process will 
be sent with samples of Hammermill 
Translucent paper upon request from 
above address. 


PRINTER FOR CALCULATOR 

Benson-Lehner Corp., 2340 Sawtelle 
Blvd., Los Angeles 64, Calif., makes the 
Computyper with which a calculator is 


eonnected by controlled cireuits to a 
typewriter so that the typewriter tabu- 
lates the output of the calculator. Using 
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a Friden Caleulator and an IBM Electric 
Typewriter connected by a Computyper, 
information contained in the upper regis- 
ter of the calculator is automatically 
typed at the rate of ten characters per 
second. Twenty switches provide for any 
required arrangement of the typed ree- 
ord, such as location of decimal points, 
distribution of columns, omission of un- 
wanted digits, ete. An illustrated book- 
let, address, 
tains typical examples of the work of 
the Computyper with the time required 
for the mechanized The reader 
is asked to have an operator do the ex- 


available from above con- 


method. 


amples in the conventional manner and 


compare the times. Booklet is free from 


above address. 


PHOTOCOPY MACHINE 
Charles Bruning Co., Dept. P-S2, Teter- 
boro, N. J., makes the Copvflex 14, a 
desk-side machine to copy, in seconds, 
any size office form. Virtually automatic 


in operation, it makes low-cost errorproof, 


smudgeproof, positive copies of practi- 
printed or 


width. It 


eally anything typed, written, 


drawn, up to 20” in copies 
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the bigger accounting and _ statistical 
sheets, or ordinary letter-size forms two 
at a time. Because of its high speed and 
20” copying width, it produces thousands 
of different size copies daily. The 
averages less than 2e per sq. ft. of copy, 
including machine depreciation, 
tor’s salary, floorspace, material used, 
and all other charges. It is a way to 
quickly make 1 to 100 copies of any one 
original. The Copyflex 14 is practically 
soundless, needs no masters, inks, tray 
developing, lighting, exhaust 
ducts, or installation. It takes less than 
a square yard of floorspace and can be 
rolled on its any work site 
where it requires only a connection to a 
standard 115 volt, 60 eyele, AC outlet. 
No specially skilled operator is needed. 
Anyone can with minutes 
is necessary only 
to feed the original and Copyflex paper 
into the machine which then does every- 
thing else itself. Ready-to-use copies are 
produced in a matter of seconds. 


cost 


opera- 


special 


casters to 


use it five 


demonstration, as it 


POSTURE CHAIRS 
Sturgis Posture Chair Co., Sturgis, 
Mich., makes the Sophisticate Chair (No. 
620) and its companion spring back 
chair, the Sprylite (No. 920). Features 


are a wider, posture-arched backrest and 
Both chairs 
soft rubber, ball-bearing casters. 
They are fully adjustable for seat height, 


a thicker coil spring seat. 


have 2” 


THe Orrice—August, 1952 





height of backrest, position of backrest, 
and have the Sturgis automatie Follow 
Flex backrest support. 


KEY PUNCH DESK 


Duro Consolidated, Inc., P. O. Box 248, 
Redwood City, Calif., makes an all-steel 
Key Punch Desk for operators which 
provides space for work in process or 
undisturbed overnight storage at the ma- 
chine, and also space for operator’s per- 


sonal belongings. The latter is pointed 
out to have special importance in em- 
ployee relations, where office case history 
studies reflect high value for individual 
desks and private storage of private 
effects. Duro’s Key Punch Desk has a 
smooth linoleum top and desk feet which 
can be adjusted to exact key punch table 
height. A series of four compartmented 
drawers offer more than 4 cu. ft. of stor- 
age Finished in gray baked en- 
amel, the desk has a height variance of 
2616" to 2814”, is 19” wide and 28” deep. 
Weight approximately 80 Ibs. Catalog of 


space, 


Duro’s 1952 line is available on request. 


“ SOUND CONDITIONING 


National Gypsum Co., 325 Delaware 
Ave., Buffalo 2, N. Y., publishes an ex- 
ternal house organ titled, ‘‘ Decibel,’’ in 


which are illustrated and deseribed in- 
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stallations of sound conditioning in vari- 
ous types of establishments including of- 
fices. A copy of the current can 
be had from above address. 


issue 


CARBON PAPER 

Hermetite Corp., 245 Paterson Plank 
Road, Carlstadt, N. J., announce the Her- 
metite Process for producing curl-resis- 
tant carbon paper which is easy for 
typists to collate and is also especially 
strong and durable. The latter feature 
makes Hermetite processed carbon more 
economical for use on electric type- 
writers as well as on ordinary machines. 
Chis modern chemical process is used by 
several carbon paper manufacturers from 
whom trial samples of Hermetite proc- 
carbons can be received. Write 
above address for manufacturers’ names 
and addresses, 


essed 


ADDRESSING MACHINE PLATES 
Dashew Business Machines, Ine., 847-A 
North La Cienega Blvd., Los Angeles 46, 
Calif., makes Dashaplates for addressing 
machines. These plates combine the 
strength of alloy with the ductility of 


zine, yet weigh one-third as much as or- 
dinary plates. One thousand Dashaplates 
weigh only 5 lbs. Dashaplates are made 
in a variety of colors and also offer in- 
creased correctability since complete 
lines can be changed as many as five 
times or more without blanking down old 
characters. The metal becomes tougher 
with use which results in improved read- 
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ability of both 
Dashaplates’ 


plate and impression. 
sharp character formation 
when embossed, after several cor- 
rections, make them especially suitable 
for preparing duplicating masters. These 
plates are designed to make them easier 
and faster to insert and remove from 
frames and their square bottom edge aids 
when embossing on a Graphotype. Read- 
samples and prices by 
sending their style of plate, and annual 
quantity to above address. Dealer 
inquiries are also invited. 


even 


ers can receive 


used, 


CUTOUT BOOK 


A. A. Archbold, 1209-E 8S. Lake St., 
Angeles 6, Calif., publishes a book 
with 2,000 cutouts of headings for repro- 
duction use by photo offset or other proe- 
The 48, 8” x 10”, pages contain ex- 
amples, in classified order, of a wide va- 
riety of subject matter including words, 


Los 


esses, 
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sentences in every style of 
advertising, promotional or 
other use. The Offset Scrapbook can be 
had postpaid for $3. This company pub- 
lishes other books containing drawings, 
cartoons, decorative borders, panels, holi- 
day artwork, ete. A free descriptive fol- 
der deseribing all books can be had from 
above address. 


phrases and 
type for 
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FORMS PATTERN KIT 

Neenah Paper Co., Neenah, Wis., of- 
fers the free Neenah Pattern Kit for de- 
signing forms. Kit contains pattern 
guides for ruling, punching and perfor- 
ating, used especially in accounting 
forms, The guides show various styles 
of ruling and how to order them, also 
slotted punchings and closed holes in dif- 
ferent sizes for ring and post binders. 
Standard bookkeeping machine punchings 
are also shown. 


STEEL SHELVING 

Equipto, Division of Aurora Equipment 
Co., Aurora, Ill., makes Iron-Grip Shelv- 
ing designed to hold up to 2000 Ibs. on 
2ach individual shelf. Specially _ re- 
enforced sides and center of shelves are 
equipped with 1” x1” high carbon angle 
irons, 1,” thick. Front and rear have 
U-shaped re-enforcing channels which 





are stronger than angles. This super- 
strength shelving is a part of Equipto’s 
complete Iron-Grip Shelving line which 
insures ease of set up. The exclusive 
Iron-Grip stud 60% of assembly 
time. The stud slips into a hole in the 
shelf and then into a keyhole in the up- 
right. The shelf is then pressed down 


Saves 
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Not too big for their britches! 


Successful companies are never too big or too busy to 
investigate efficient methods . . . never coo set in their ways 


to make a change, if needed. 


Perhaps that explains why companies like Admiral Corpora- 
tion, Ford Motor Company, Santa Fe Railroad, General 
Motors, General Electric, and a host of others have been 


using Repeat-O-Pak for years! 


Their office managers—men who know efficiency—know 
that Repeat-O-Pak floating, reusable carbon paper saves 
them time and money—lots of both—while giving them 
such major advantages 4s cleanliness and extra-sharp carbon 


copies! 


Right now—while you are thinking about it—why not let 
us double-check you forms-writing method? Just send us a 
sample of your form and tell us the approximate yearly 
quantity, and the forms-writing equipment you are using. 


We'll gladly make the analysis for you at no obligation. 


Raneat-U:Pak 


STANDARD MANIFOLD COMPANY vee. 4852 


Carbon Papers ° Inked Ribbons ° 333 W. Lake St. © Chicago, il, ¢ Offices in 
Principal Cities * In Canada: Budge Carbon Paper Mfg. Co., Xtd., Montreal 3, Quebec. 





« floating carbon paper for continuous forms used on all kinds of forms-writing machines 
_.. LBM. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 





he 


simitiecnsaiieaese se A 





: 
3 
i 


Sabine: rte Geers 


and assembly is complete. A slope in 
the stud combines with the slope in the 
keyhole to form the tightest of grips. No 
nuts, bolts or tools are needed for shelf 
adjustment. All shelving in the Equipto 
Iron-Grip line is instantly adjustable on 
1144” centers. All openings are fully ad- 
justable from front of units. Dividers, 
drawers, backs and side panels are avail- 
able in all sizes. 


OFFICE PAINT COLORS 

Devoe & Raynolds Co., Princeton, Ind., 
offer a free booklet bound in indexed 
file folder form which contains pages of 
color swatches designed for reception 
large general offices, 
small general offices, private offices and 
conference The booklet is titled, 
‘*Tnterior Color Suggestions for Offices.’’ 


rooms, corridors, 


rooms, 


SPIRIT ADDRESSER 
Diebold, Ine., 2047 Mulberry Rd., S.E., 
Canton, 2, Ohio makes the Diebold Card- 
\-Dresser for statements, ledgers, pay- 
checks, production orders, piecework slips, 


and addressing 


follow-ups, direct 
branch 


mail, 
mail, customer 
lists, labels, notices of shipment, bills 
of lading, correspondence, acknowledg- 
ments, production orders and other tasks. 
The Card-A-Dresser kit includes carbon 
ribbon and fluid. To use, type the copy 


mail, salesmen’s 
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once using carbon ribbon as backing un- 
der desired reproducible copy. Saturate 
felt pad of Card-A-Dresser with fluid 
from kit. Brush generous quantity of 
fluid from felt pad to each piece to be 
addressed. Apply reproducible copy and 
roll with roller. Up to 100 reproductions 
can be made from one typing. 


POSTURE CHAIRS 


Remington Rand Ine., 315 Fourth Ave., 
New York 
num Cushioner 


10, N. Y., announces alumi- 
Office Chairs to combat 
operator fatigue which is often the cause 
of a drop in office production during the 
last hour of the working day. Fatigue 
can be greatly reduced, according to 
scientific research, by installing the 
proper office chairs. Aluminum Cushioner 


Office Chairs are the subject of free 


Folder FF-139 on how to increase ef- 
ficiency by reducing fatigue. These chairs 
can be adjusted for individual differences 
to provide full support for the spinal 
column and hip bones, and prevent pres- 
sure on the nerves and bloodvessels under 
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HOW DIRECT-PRINT PROCESS WORKS. Sheet 
of diazo-sensitized paper is exposed to ultra- 
violet rays in machine. Rays remove coating ex- 
cept where printed, drawn, written or typewrit- 
ten lines or areas block passage of light. 














Print is then developed, forming a perma- 
nent, true facsimile dye-image of the master , 
copy. Original is unharmed, can be used over 
and over in the production of additional 
copies, (Illustrations courtesy ‘‘Ozalid.’’) 


. Hammermill Trans- 

M lucent portfolio, con- 

taining sample 

sheets, examples of work, and 
booklet explaining the process 
and development of the paper. 


Send for it today! 
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NSLUGENT 


An Economically Priced Master Paper 
for Use in Whiteprint Machines 


This new Hammermill Translucent paper 
grade has been specially developed for 
use by office operators of direct-print 
machines. Manufactured in a clean, pleas- 
ing white, it has a smooth, uniform sur- 
face for printing, typing, writing or draw- 
ing ... is ideally suited for preparing all 
types of whiteprint master copies at down- 


to-earth paper cost. 


WAMMERMIL; 


FOR 
WHITEPRINT MASTERS 


Hammermill Paper Company 
1463 East Lake Road, Erie 6, Pa. 


Please send me—FREE—the new Ham- 
mermill Translucent portfolio. 


Position 
(Please attach to, or write on, your business 
letterhead. ) TO-AUG 


a 
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the thighs. Shock absorber action is 
built into the chairs by a combination of 
cushioning and a resilient 


foam rubber 


spring base. 


WORK TABLE 

Inc., P. O. Box 

Okla., makes a 
two No. 

long, 22%” wide and 2814” 

high; No. 530 is the same but 84” long. 


Executive Furniture, 
1048, Oklahoma City 1, 
Credenza work table in sizes: 


510 is 77” 224 


At both ends there are locked compart- 
ments in the lower section with sliding 
pullout shelves above for telephone, dic- 
tating machine or intercom. The fixed 
lower shelf is indented for foot room 
and the middle shelf is adjustable. This 
unit is used as a work table with office 
machines or in conjunction with, and 
to match, the desk in an executive office. 


REMOTE DICTATION 
Peirce Dictation Systems, 1328 Sher- 
\ve., Evanston, Ill., announces the 
Network Dictation System for 
low cost occasional dictation by a num- 
ber of It requires practically 
expense and it 
sible for one secretary to handle the dic- 
tation of a number of persons because 
unlimited number of 
desks goes into a single recorder. Tran- 


man 


Peirce 


dictators. 


no maintenance is pos- 


dictation from an 


scription of completed dictation can pro- 
ceed while additional work is being re- 
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corded. The system incorporates Peirce 
dictation and transcribing equipment 
and provides remote control convenience 
in listening, playing back, making cor- 
rections and indicating the end of a 
letter. The Network Dictation System 


provides utmost privacy: no one else can 
listen in, dictate or interrupt while the 
recorder is in use. A _ signal indicates 
when the line is busy, makes it possible 
to determine at a glance when it is avail- 
able. 


VISIBLE CARD FILE 
Business Efficiency Aids, 7916 Lincoln 
Ave., Skokie, Ill., makes the Magne-Dex 
eard file which provides instant and auto- 


matic magnetic fanning of cards when 
an index divider card is moved. Users 
see every card for immediate filing or 
finding. Since only the card desired is 
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has all 8 
money-saving 
features 

on one 


adding machine 


7. stamster, visio «=. uccen-pury 
KEYBOARD CONSTRUCTION 


On average listings these 8 fea- 
tures save hundreds of motions 
every hour. The more of these 
features an Adding Machine 
has, the more time and effort 
will be saved every hour the 
machine is used. 


Isn't it reasonable, then, to 
get the only Adding Machine 
that combines all 8—the 
National? Call the local 
National factory branch, or 
dealer, for a demonstration. 
Models and prices to fit your 
needs. (No obligation to buy). 

MODEL SHOWN 11-EN 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
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handled, cards neater and last 
longer. The Magne-Dex requires no more 
space than a conventional vertical card 
file and is available in all card 
from 6” x 4” up to 10” x 10”. Can be 
had in installations from 500 to 10,000 
ecard units in tub desk, record desk or 
tray styles. Magne-Dex is permanently 
may be 


stay 


sizes 


magnetized. Magne-Dex cards 
used in typewriter or other office ma- 


chines, without affecting their magnetic 





An illustrated catalog describ- 
ing the Magne-Dex in detail can be had 
from above address. 


reaction. 


ALUMINUM ARMCHAIR 


Ohio Chair Youngstown, Ohio, 
makes the Conference Model 950 alumi- 
num straight armchair, the latest addi- 
tion to the Rest-All line of aluminum 
posture chairs. Built with welded joints 


Co., 


Snappy start... 


speeds the day! Mail opened and on the desk .. . means 
everybody can get down to business right away! One of 
the best business accelerators is a PB MailOpener! 

This electric Model LE, will open a// your mail in a 
matter of minutes... snicks a feather edge off any envelope, any 
size, any thickness—as fast as you feed envelopes to it ... Quiet 
running, efficient, durable! Ask the nearest PB office to show you 
powered and manual MailOpeners, or write for illustrated folder . .. 
FREE: Handy wall chart of new Postal Rates for all classes of mail, 


complete with changes, and parcel post map showing zones for any locality. 
PITNEY-BOWES, INC., 3480 Pacific St., Stamford, Conn. 
..-Originators of the postage meter, 93 offices in U.S. & Canada. 


PITNEY-BOWES 


MAILQ) 


THe Orrice—August, 1952 





throughout and a stretcher bar assembly 
for maximum this Rest-All 
model is claimed to offer a new level of 
long-lived durability. The saddle type 
is thickly cushioned and all alumi- 
num parts are hand finished to a high 
satin, natural finish, permanized with a 


sturdiness, 


seat 


The 950 is avail- 
able upholstered in any color or pattern 
of Naugahyde and Goodall fabries to 
match other Rest-All models and in a 
complete range of the brighter hues of 
these materials. Literature from 
address. 


final, plastie coating. 


above 


SCREWDRIVER 
H. J. J. Co., 268 Marlow Drive, Oak- 
land 5, Calif., makes the H. J. J. Serew- 
holding Driver with twin bits which ex- 


Screw is not re- 
tuke hold, 


pand to hold the serew. 


leased until threads then 
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TWO few 


For Pencil and = 
1 Carbon Paper 


T 


All-American 
office team of 
COLUMBUS 1492 
pencil and wood- 
encased EraserStik 
7099 and 70998 
(with brush) now 
has 2 new members 
: . EraserStik 
AVA WA AA 
the new, better 
way to erase lead 
pencil and carbon 
paper marks. In- 
sist on original 
EraserStik. Accept 
no . substitutes. 
Order from your 
Dealer today. 


The 


AW )FABER-CHSTELL 
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more PROFIT 
this year with 


\ the NEW 
SUuRE-RITE , oct LINE! 


This new Sure-Rite Direct 
Direct Image Plates yg! yh = “trouble- 
“ ree.” esigne to give 
Carbon Ribbon E \ sharper, clearer, more eas- 
Etch & Fountain Fluid ily read copy, and has out- 
Blanket & Roller Fluid ane, dimensional sta- 
ility. No “scumming up.” 
pi Inks - bb \ This easy-to-handle plate 
Fabric & Offset Ribbons \ gives you the results. you 
\ want on the very first copy. 
Unconditional guarantee. 








Phone, write 

or wire today! 

Dealers — There are still a number of 
choice distributorships available to qual- 


ified dealers. Inquire now for full infor- 
mation. 


AMERICAN STENCIL MFG. COMPANY 


2714 Walnut Street @© Phone AComa 2714 @ Denver 5, Colorado 
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driver can be withdrawn. This tool also 
makes it easier to remove screws from 
inaccessible places. Made with 3/16” x 
1/32” blade in 3”, 6”, 8” and 10” lengths; 
also with 9/64” x .002” blade in 3”, 6” 
and 8” lengths; lists at $1. Literature 
from above address. 


STAPLER POWER-LEVER 


Bates Mfg. Co., Orange, N. J., makes 
a Power Arm for the Bates Mercury H- 
30 Stapler which allows stapling as many 
as 75 or 100 sheets of paper at a time. 


The Power Arm provides sufficient lever- 
age so a girl can staple a hundred sheets 
with the pressure of one finger. The 
Bates Power Arm lists at $12.50. 


WASTEBASKETS 
National Vuleanized Fibre Co., Wil- 
mington 99, Dela., has designed two 
wastebaskets to fit snugly against a wall, 


side of a desk or in a desk well. The 
No. 5A Vul-Cot wastebasket is rectan- 
gular instead of square and the No. 2A 


THe Orrice—August, 1952 





folk 


= 
eid 
nd v owe 


~\\¢ 


cai 
is 
e° 


HAMANN 


CALCULATING MACHINE CO. 


: 2118 Land Title Building 
Philadelphia 10, Pa. 














has a square top instead of a round top. 
These baskets have the eapacity for 
handling daily waste and both = styles 
come in standard Vul-Cot maroon-brown 
and olive green, Literature, prices and 
dealer discounts from above address. 


ELECTRONIC COUNTER, READER 

Clary Multiplier Corp., Dept. O-7, 408 
Junipero St., San Gabriel, Calif., makes 
the Clary Digital Read-Out Machine, a 




















solenoid controlled adding machine, for 
printing results of problems solved by 





electronic computors, It also is used to 





Cramer Posture 


1205 Chariotr, C,, 
Keonsas City, Missoy, 
“al 











remotely print number and amounts of 
purchases in automatic merchandising 
systems, print race track pari-mutuel 











odds and results of Geiger counters and 
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WRASIO'S vith the Payroll Set 


... the new, 
improved Todd 


SALES OFFICES IN 


Form-Master 


Things really begin to 
click in your Payroll De- 
partment when the new 
Todd Form-Master goes 
into operation. 

You can actually hear 
the click as three forms 
slip into perfect alignment—ready 
to turn out triplicate records with 
one writing—the check stub, the 
payroll sheet, the individual earn- 
ings record. 

The new Todd Form- Master 
puts an end to cramped writing 
position, illegible entries. It cuts 
payroll preparation costs by 50%. 


With it, your records are always 
up-to-date and ready for inspection 
by the Tax Collector and the Wage 
and Hour Inspector. 

Get the facts about the new 
Todd Form-Master now—in plenty 
of time to streamline your payroll 
procedures for 1953. 


MAIL THE COUPON TODAY 


THE TODD COMPANY, Inc., 
Dept. O, Rochester 3, N. Y. 


Please send me full information about the Todd time- 


saving, money-saving Payroll Systems, or 


Firm 
COMPANY, INC 


NEW YORK City 
PRINCIPAL CITIES 


ROCHESTER 


Address 


Please have your representative call 


Zone State 








HOW TO SORT other detecting devices. The Clary Elec- 


tronie Printing Counter is an electrical 


ee AUTOMATICALLY pulse counter for adding and subtracting 


impulses and it is used with the Read- 

WITHOUT MACHINERY! | Out Machine to record a wide range of 
| data at high speed in the factory and 

laboratory. Illustrated literature de- 


1 E-Z SORT CARDS scribing these machines and their appli- 


cations can be had from above address. 





wrateeee Wan gteUereterereres EXECUTIVE CHAIR 


Worden Co., 200 E. 17th St., Holland, 
Mich., makes an executive desk chair in 
er es genuine walnut with leather arm rests, 
zt seat and back. The pillow-effect back 
| fits the user’s back, permitting natural 





= 


H 
uf 
| 





y PN PUNCH 


3 SORTER 





Large organizations—and smaller ones 
—are saving well over 50% on record 





posting, this practical low-cost way. 
E-Z Sort is a substantial time saver in 
numerous departments of commerce, 
industry and government. Wherever 
records are kept on cards, E-Z Sort is 
the answer for sorting with speed and 
accuracy. A nearby sales office is movement of the body while the seat re- 
listed in your phone book. Ask for mains stationary. This chair is rigidly 
demonstration; or write us for factual constructed and has Seng Sycro-Tilt 
information. swivel mechanism to assure utmost com- 
fort and safety. Catalog showing the 
Worden line of quality office furniture 


& a E.7 SORT can be had from above address. 
SYSTEMS, LTD. METRIC-ENGLISH CONVERTER 


45 Second St., Dept. 82 C-Thru Ruler Co., 827 Windsor St., 
SAN FRANCISCO 5, CALIF. Hartford, Conn., makes the No. 6 Slide 





THe Orrice—August, 1952 





S 


IT HAPPENS HERE! ..- Yes! Here’s the precise 


point at which wet stock turns into basic paper. But this is 
only the first step in the series of beauty treatments . . . partial 
drying, application of surface sizing, with a final run through a 
special smoothing press where the soft even finish is imparted 


... all in the name 1 P 
of Rising, poesia of Fine Paper al ils BEST! 


If you're interested in letterhcads, you should be receiving Rising's “‘New Letterheads of the Month" mailing . . . 
Just write “Office Service.” 


RISING PARCHMENT (100% Rag) * NO. 1 INDEX (100% Rog) ®* RISING BOND (25% Rag) 
PLATINUM PLATE (25% Rog) *® LINE MARQUE (25% Rog) * INTRALACE TEXT 
HILLSDALE VELLUMS AND BRISTOLS (25% Rog) & WINSTED VELLUMS AND BRISTOLS 

Rising Paper Company, Housatonic, Mass. 











Rule Convertisor which is useful as a printed in black and one clear transpar- 
calculator to perform conversions from ent printed in red. Directions for use 
the English to the Metrie System in and list of conversions are conveniently 

printed on the back of the opaque dise. 


TYPEWRITER PAD 
Ace Hose & Rubber Co., 1708 S. State 
St., Chicago 16, Ill., makes the Ace Type- 
writer Pad with 1%” ribbed rubber top 


i See as 
we 


weights and measures both linear and on a 4” sponge rubber base. The %%”- 
liquid. It also performs multiplication thick pad with its waffle design in the 
and division. No. 6 Slide Rule Conver- sponge rubber provides hundreds of air 
tisor consists of two discs, one opaque pockets to deaden noise. The pad is slip- 


USE THIS ALL PURPOSE RIBBON FOR ALL TYPING! 


Why change back and forth? RepliRIBBON gives perfect typing results for both ordinary 
letters and offset masters! Does not contain grease or carbon black and allows free ink flow 
throughout threads of ribbon. Won't dry out on shelf or in machine! THIS ALL ADDS UP 
fh TO A LIFE TWO TO THREE TIMES AS LONG 

AS ORDINARY OFFSET RIBBON! 


” Send for your trial RepliRIBBON TODAY. 
cay asic So Standard oll IBM $1.50 
. DEALERS' INQUIRIES INVITED 
REPLIC PRODUCTS CORPORATION , 154 Nassau sTREET 


Manufacturers of Offset Duplicating Supplies NEW YORK 38, N.Y 
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Talk to the 


Aedlinaphi REPRESENTATIVE 





... as in the case of Bayonne Steel Products Co. 


hen an Autographic representa- 
tive calls on you, he can draw ona 
background of sixty-nine years of know- 
how in business forms design to help you. 


For example, calling on Bayonne Steel 
Products Co. (wholesale distributors), 
Newark, N. J., “Woody” Calame, one 
of our men, noticed that Warehouse 
Requisitions and Invoices were typed 
separately. He showed the office man- 
ager how these forms could be prepared 
for a single typing, illustrating with 
similar time-saving combinations that 
had been designed for other firms. 


Later Woody learned that the drastic 
saving in time required to process 
orders has brought other benefits, in- 
cluding a substantial reduction in 
“truck waiting time.”’ 


Talk to the Autographic representative 
when he calls—he may save you money, 
too. Or contact our nearest office and 
tell us what kind of forms problem is 
on your mind now. We will make up a 
folder for you, without obligation, con- 
taining sample forms showing how other 
firms have met similar problems. 


graph BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
221 7th Street, Hoboken, New Jersey 
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LOOK! 
Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel: cost less than 
some corrugaied paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 
Box 216-H, Canton 6, Ohio 


Supports 
over 540 pounds 
and operates easily! 


FEATURES ... stack to ceiling * mate 
together vertically * operate freely without 
sagging or binding * repel vermin * can’t 
rust * are impervious to moisture * have 
positive drawer stops * follower-blocks are 
available. 


CONVOY 41-Coard, 


STORAGE FILES 











proof, cleans with a damp cloth and will 
not pack down or deteriorate. It meas- 
ures 12” x 13”, retails around $1.50. In 
other sizes, the pad will serve as a base 
for any office machine, A sample pad will 
be sent to dealers on request. 


SPIRIT DUPLICATORS 

Ormig, Berlin-Tempelhof, Germany, 
seeks exclusive distributors in the U.S. 
and Canada for Ormig Spirit Duplicators 
and Machines which this firm 
has manufactured for 30 years. The new 
Ormig line includes fully automatie spirit 
duplicators with perfected automatic 


Systems 


Sees 


fluid control and systems duplicators 
which print headings and variable copy 
from the master, in one operation, onto 
separate labels. The Ormig order-invoic- 
ing machine offers a system especially 
designed for handling partial deliveries. 
The Ormig bookkeeping machine dupli- 
cates items from the master, line by line, 
to different ledger cards, 


COMPOSITION FOR LISTS 


Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., offers a free 6-page 
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VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


34 YEARS. OF 
QUALITY RECOGNITION 
THE WORLD OVER 


Name .... 
Company Name 
Address .............. 
4 
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Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-852 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


State 


127 
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free book 


you'd be willing 
fo pay for! 





& 


Ni, 


| 


<_ef PRODUCTION FORMS | 


Fifty pages of helpful information about | 


fourteen basic production forms... 
e what the formis © who uses it 
© why it’s used © how the copies 
e where it originates ere distributed 
e details of design 


Production Orders, Stock Withdrawals, Ma- 


terial Transfers, Rejection Reports . 


- are | 


covered. Complete information on forms lay- | 


jut, what, where, why, and who uses it; dis- 
tribution and design. 

In other words, if you want to know some- 
thing about production forms, you can find it 
in this book. 


Research on thousands of forms is behind it. | 


Yet Uarco offers this book free—to help you un- | 
derstand the use of these important forms... 


buy them intelligently ... gain the real effi- 


ciency thatthe right businessforms can give you. | 


Pin This Coupon to Your 
Letterhead and Mail For 
Your Free Copy, Today! 


LARCO 


INCORPORATED 


Factories: Chicago; Cleveland; Oak- 
land; Deep River, Connecticut; 
Watseka, Illinois—Sales Representa- 
tives in all principal cities. 
UARCO INCORPORATED 
Room 1624, 141 W. Jackson Blvd. 
Chicago 4, Illinois 
Please send my copy of the Encyclopedia of 
Production Forms. 


I cis 55s senanchee City & State 








booklet No. KD 610 which describes the 
Flexoprint method of preparing direc- 
tories, catalogs, indexes, price and parts 
lists, and other listings where accuracy 
is essential. Flexoprint eliminates costly 
typesetting and proofreading and permits 
quick and easy changes simply by adding 
or removing typewritten cards. Lists are 
easily maintained and are always up to 
date and ready for printing. 
typed from source material. 
are typed and attached to Flexoprint 
panels they are proofread just once. 
Panels then go to the printer for low 
cost offset printing. 


Copy is 
As ecards 


TICKET-ISSUING MACHINE 


AB Almex, Franzengatan 4, Stockholm, 
Sweden, makes the Almex Ticket Reeor- 
der for passenger transportation svstems. 
Designed for systems using zoned fares 
of different rates, this machine is light 


enough for the user to carry on a shoul- 
der strap but can also be had with stand 
or bracket for stationary mounting. Ma- 
chine produces a printed ticket contain- 
ing company name, date’ or route num- 
ber, conductor’s number, embarking sta- 
tion, disembarking station, price and 
kind of ticket, running ticket number, 
ete. A complete record of transactions 
is kept on an audit tape locked within 
the machine. Visible counters accumu- 
late totals and machine can be had with 
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TO THIS WONDERFUL ‘DICTATING MACHINE 


Jirne-Master 


You'll rub your eyes with astonishment 
when you see and try the finest and most 
successful electronic dictating machine yet 
invented! 

No bulk, no speaking tube . . . nothing 
old-fashioned about TIME-MASTER! You 
cradle the tiny microphone in your hand. 
Controls are within finger reach. 

Only 4% inches high, TIME-MASTER 
covers just the area of a letterhead and 
records on Dictaphone’s exclusive record- 
ing medium—the Dictabelt. 


On red plastic Dictabelts your voice 


comes over crisp and syllable-clear. And 
these Dictabelts are so inexpensive that 
you use them only once. They may be 
transcribed, mailed, or filed. 


So new and different and better is TIME- 
MASTER that leaders in business and the 
professions have turned to it enthusiasti- 
cally. Of course, they could get along with- 
out machine dictation. But they don’t— 
once they’ve tried TIME-MASTER! 


What are you waiting for? The coupon 
will bring you full details promptly! 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 
TIME-MASTER—The Modern Way to Dictate 


“Dictaphone” is a registered trade-mark 
of Dictaphone Corporation. 
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DictapHone Corp., Dept. 1-82 


420 Lexington Ave., N. Y. 17, N 
Please send me my free copy of ‘Time Itself.” 


Your N 








Company 





Street Addr 








City & Zone 





Federal Specializes in 


COMPLEX Business Forms 


including 


a 
SNAP 'N PART 
7 / a 


Riwiliiontiito miei hel 
Sets 


deral designs and prints forms to solve 

r business problems. We specialize in 

plicated carbon-interleaved sets of, all 

es and combinations of sizes. And because 

use only the fastest, most modern ma- 

fines available, you can depend on us for 

iner precision-printing — and prompt deliv- 

ery. Federal prices are attractive. Why not 
ha¥e us quote on your next job? 





% ae 
ia AI eas inis Sibtctie taba 


FREE FORMS FOLDER 


Federal Business Products, Inc., Dept. J, 
90 Gold St., New York 38 


Send me your free illustrated folder, “Short Cuts 
in Business Forms” 

NAME 
ADDRESS. 
city ZONE STATE 


ee ABIES ER ane ae ee 
ee eee 


= EDERAL 




















PRINTERS OF BUSINESS FORMS SINCE 1926 


business Products, me. 9 Gow si. . new vorx 38 * CoM 


PORE 







































































a locked shutter over the number dials. 
A lever prevents unauthorized persons 
from operating an unattended machine. 
Machine’s operation is simple and easy 
to learn. When used on a line with a 
single fare, keyboard can be locked at 
required setting. Simplified accounting 
forms are made for companies using the 
machines. An _ illustrated booklet, in 
English, which fully deseribes the sys- 
tem ean be had from above address, 


HECTOGRAPH MASTER UNITS 

Mfg. Corp., Coraopolis, Pa., 
makes the Address Master for mailing 
lists requiring frequent addressing. The 
unit is the stub style, and contains 33 
oblong 


typing 


Codo 


areas to be used as a guide in 
spirit masters for running off 
copies perforated gummed labels. 
Rach measures 1” x 2%". Other 
stock printed master units in the Codo 
line include the M-1 Music Master, also 
stub style, featuring 12 musical staffs. 
The staff lines reproduce on the copies 


on 


space 


along with the filled-in words, notes, ete. 
Also, the Classroom Master for producing 
copies either by pencil or typewriter. 
This unit is a stub style with 27 horizon- 


tal non-reproducing lines spaced approxi- 


Coder « MUSIC MASTER 








mately 34” apart, an aid when handwrit- 
ing is used. These stock printed Codo 
Masters are 8%” x11". The Classroom 
Master and the Address Master are kiss 
printed so that the lines do not repro- 
duce on the finished copies; the Music 








YOU CAN’T 


Ask Your Dealer 
ebout this NEW 





THIS STAND 
OVER! 


TIP 


Built for comfort and stability for wide 
carriage electric typewriters, this stand 
features 3” dia. casters, 4 piece welded 
cross braces to prevent eye torturing 
vibration, has an adjustable ball foot 
for uneven floors. Top 18” x 18”, leaf 
16” x 18”. Its the most rigid stand avail- 
able. Inquire and be convinced. It will 
cost you nothing—may save you dollars. 


TUBULAR SPECIALTY MFG. 


Detroit 8, Mich 


1940 Stanley Ave 


ESTABLISHED 1921 
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Autocopy Master Sets 
PLAIN OR PRINTED 


For all Direct Process Spirit Duplicators— 
AUTOCOPY offers the most perfect combina 
tion of Spirit carbon formula and Master paper 
to be had. Master sets provide perfect regi- 
stration withcut collating. No time lost insert- 
ing carbons. No smudged fingers. 


AUTOCOPY, INCORPORATED 
12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N. Y. 











beauti-rite DRYType Cleaner 


Specially designed for type- 
writer type and other office 
machines. Makes letters, car- 
bon copies, and stencils 
strikingly clear and sharp. 
Immaculately clean to use. 
Retails for $I. 


Distributors Wanted 


a. 5 WEBER, Org. 
Box 2692, Lakewood 7 0. 








EX PORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We gquar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE a 


NEW YORK 13, N. 
Cables: 








“ERGIBIAN.” Telephone: } 2-6589 





ginal ‘OUTLOOK’ 


ENVELOPE 
Today's Standard 


Glassine or 
Cellulose 
Transparency 
Outlook feature posi- 
tioned to suit your 
particular needs. They save cost of addressing 
—eliminate errors. Used the world over. Write 
for samples and prices today. 


OUTLOOK ENVELOPE CO., 


Originators of “Outlook” Enve elope 
et irdimanen ths 





Est. 1902 





| beneh or desk, 


| tester. 





Master is press printed so the lines do 
reproduce. Units are packaged in boxes 
of 100 (Music Master comes in 
packs of 25). 


also 


INTERCHANGEABLE RIBBONS 

Carter’s Ink Co., Dept. D4, Cambridge 
$2, Boston, Mass., offer dealers a free 
chart illustrating 44 different ribbon 
spools and listing 253 machines with rib- 
bon width, length, spool style and the 
practical substitute make of ribbon. This 
complete listing of interchangeable rib- 
bons and spools is folded to 84%” x 11” 
and punched for standard binders. The 
chart allows a dealer to supply a suitable 
ribbon to users who do not know the 
model or make of their machine but who 
bring in the spool. 


CARBON-RIBBON TESTER 
F. Simonye, Mt. Airy & Harbourton 
Lambertville, N. J., makes a ear- 
bon and ribbon tester for demonstrating 
the quality of ribbons and carbons. The 
tester can be mounted on a counter, 


Road, 


or earried by a salesman. 
Ribbons or carbons are easily inserted in- 


| to the machine which operates by turn- 
| ing a handle to activate type keys in the 


Illustrated literature from above 


address. 
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CHECK PROTECTION 

Safeguard Corp., Lansdale, Pa., in their 
continuous effort to stop check crimes, 
have built an 8” x 14” flasher display 
for banks and dealers. The flasher unit 
lights up a check which is written out 
in longhand, showing how with a few 
pen strokes the check made out for 
Eighteen Dollars becomes one reading 
Eighty Dollars, with a change in payee 
name. The company is releasing this unit 


N E w t ARCO'S 
pound: 


on a rotation basis on demand of banks 
and office equipment dealers, in spite of 
the fact that the Defense Program is 
seriously curtailing the production of 
new Safeguard Checkwriters, because the 
company feels the public cannot be 
shown often enough how important it is 
to be careful when writing out checks. 
Every unprotected check is a welcome 
sign for forgers to take a grab at the 
maker’s bank account. 


EN-RIN 


RUBBER BANDS 


0 YW. ««* ASK YOUR SUPPLIER TO SHOW YOU 
N THIS EXCELLENT NEW TYPE BAND 


EASIER to pick up, HANDIER, QUICKER to use! 


STRONGER all around, yet COST NO MORE. 
Here’s SOMETHING NEW .. . The Band of 
Tomorrow that makes all others 
old-fashioned. 


ORDER NOW! 
SAME PRICES! 


ALLIANCE 
RUBBER CO. 


ALLIANCE 8, OHIO 
SLIDELL, LOUISIANA 














“DEALER'S CHOICE” 


for 
BUILDING BUSINESS 


spurte 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pe, U. S.A. 





A Duplicating Dept. 
(Continued from page 85) 

has been completed. This board consists 
of two parts: (1) a visible numbered 
index; (2) a peg section, showing corre- 
sponding numbers. The visible index 
contains a copy of the requisition which 
is also used to record additional in- 
formation during the progress of the 
work. 

The board proper becomes a graphic 
picture of the facts written on the requi- 
sition. This is done by the use of colored 
pegs or cards indicating operations 
needed and the desired completion date. 
After the pegs have been assigned, 
white flow line is extended to the first 
step. As each operation is completed the 
flow line is advanced to the next step to 
be accomplished, keeping the board cur- 
rent. On completion of a job all pegs 
are removed from the respective line 
and the flow line is retracted. The requi- 
sition is removed from the index and 


attached to the work copy, thereby form- 
ing a complete story of 


each job. The 
board will show any approaching bottle- 
neck in time to prevent its taking place. 
It also focuses attention to items re- 
quiring immediate attention. 

The central theme of all advertising 
campaigns is the attempt to instill in 
the minds of consumers a feeling of 
quality and confidence in a eompany’s 
products. Many thousands of dollars are 
spent to have a name or trade mark re- 
membered when sedisasein are made. 


‘ONE-TIME CARBON 
INTERLEAVED FORMS 


2 to 8 PARTS 


Dealers—Increase Profits by selling ‘‘Snap- 
i-Sets.’’ Newest type rotary lithograph 
equipment installed to offer you fast, low- 
cost, highes st quality work. Easy to under- 
stand price list. Also facilities for all types 
letterpress and offset business forms. Send 
inquiry for pricing. Ask for information 
about large discounts, exclusive territory. 
General Multi Forms ‘Sales Co., P. O. Bow 
1094, Nashville, Tenn. 
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This object of advertising should be | *®*# Wee ee RRRRRKEREKKRE RE RRR 


earried through to all phases of dupli- 
eating. Standards should be established 
for typed, printed or otherwise repro- 
duced material, whether for internal or 
external distribution. A set of standards 
used by all departments creates a uni- 
form tront for a company. 

The logical place to “police” standards 
is the duplicating control desk, this be- 
ing the point to which all requests are 
directed and checked for general ar- 
rangement and intended use. Paper re- 
quirements should be studied with a view 
to consolidating various sizes, weights 
and colors. It is not uncommon to find 
that a particular form is being uséd 
long after its original purpose has been 
served. 

Production records will show how 
much paper should be stocked. There is 
a tendeney to beat rising costs by over- 
buying, but this is not economical as it 
freezes funds and ealls for additional 
storage space. There are specially de- 
signed papers for each of the dupli- 
cating processes and care should be used 
in their selection. A major factor in the 
appearance of a finished job is the 
quality of the paper used. All the dupli- 
cating processes require specially de- 
signed papers and a little care is needed 
in their selection. There is a certain type 
paper used in the direct process that 
cannot be used successfully on any of 
the other printing processes. It has a 
definitely different finish, a different 
feel; it takes up ink or a dye because of 
that finish. Paper, again, is the major 





SALES AGENTS 
“MAGIC MAT" 


IS NEW, CATCHING ON FAST! 
100% VINYL PLASTIC, FOR USE 
UNDER OFFICE DESK CHAIRS. 


CHOICE TERRITORIES AVAILABLE 
—Contact Sales Manager— 


SOUTHERN FRICTION MTRLS. CO. 
Specialties Mfg. Div., Charlotte, N. C. 





| 
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STORMS 


QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“The Complete Line" 
Dealers... 


Increase your sales. 
fidence. 


Compete with con- 


Sell highest grade merchandise produced 
and guaranteed by a reputable manufacturer 
with a thorough knowledge of DEALER re- 
quirements. 


H. M. STORMS COMPANY serving the 
DEALER TRADE EXCLUSIVELY for more 
than a HALF CENTURY is exceptionally weil 
equipped to provide everything required in 
CARBON PAPER, INKED RIBBONS and 
CARBONIZED ROLLS. 


We have complete modern facilities for 
packaging and imprinting under dealers’ 
private brands. 


Investigate our PERSONALIZED service. 
Carbon paper permanently identified with 
your brand name printed directly on each 
sheet of carbon. A sure way to build repeat 
sales. 


Write NOW to Dept. H for details. 


R oe 
®Conos even 
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L 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 16, N. Y. 
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WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Esmperial 


imperial 
ee «xe 


ASK YOUR DEALER 
imperial 


DESK CO. 
Evansville, indiana 








(Genuine Engraved 


FREE DESIGN 
FREE PROOFS 
FREE DIE. 


JUST MAIL US YOUR 
LETTERHEAD. PROOF MAIL- 








2D. WITHIN 5 DAYS. NO OBLIGATION, 


Dewberry Engraving Lo. 
801 SO. 201H STREET- BIRMINGHAM 5, ALABAMA 


largest tnqraver of | e Stationery 


For the BEST in DUPLICATING 
PRINT-O-MATIC 
MODEL 4-A = ®OTARY STENCIL 


DUPLICATOR 
Post Card to Legal Size Work 
MODEL A 2 AUTOMATIC 
gi SELF-FEEDING 
Card-size Mimeograph printer 


IMPRES PRINT DRY INK and 


CELLULOSE STENCILS 


The PRINT-0-MATIC CO., INC. 


MERCHANDISE MART 
CHICAGO 54 
Pioneers in New and Better Stencil Duplicating 
Equipment 








SMALL MANUFACTURER 


Financially sound Washington, 
D. C., salesman will handle spe- 
cialty line on own account. Have 
20 years experience in Government 
sales work. Want to establish new 
line on exclusive basis. Particularly 
interested in equipment using sup- 
ply items. Box 852, Office Publica- 
tions Co., 270 Madison Ave., New 
York 16, N. Y. 





| not attempt 
| which requires expert camera, negative 
| and plate work. Study the routine orders 
| and try to find those which ean he 
| adapted to systems printing. 
| with 








factor in the appearance of a finished 
job. You may have a perfect typewritten 
master, and a _ recently purchased 
machine, but if you don’t use the right 
paper, the overall impression will be 
mediocre. 

How do you educate the personnel in 
your company in these processes? Every- 
one has a fair idea of what these 
machines look like, and what they are 
supposed to do, but to obtain coopera- 
tion from all departments requires a 
little selling. Go to the various depart- 
ments, talk over their problems and then 
show your side. When these people 
present a new problem with an im- 
possible time limit, take them to your 
duplicating room and show them what 
is neeessary to finish their job. Every- 
one is interested in mechanical gadgets 
and, while duplicating machines are not 
gadgets, they have mechanical aspects. 
They produce things before your eyes. 
You put a master on the machine and it 
prints as fast as you can count. Every- 
one wants to know how this happens 
and the necessary steps to be taken 
before actually printing. This together 
with visual proof of the amount of work 
on hand usually brings about the nee- 
essary cooperation. 

When should we eall a limit to the 
amount of duplicating equipment, per- 
sonnel and work that should be handled 
in an office? We ean see from the variety 
of all the processes that it eould grow 
into an individual business. Each dupli- 
eating machine has definite advantages 
and disadvantages for different work. 
Stay within the limitations of each. Do 
complex color printing 


Consult 
salesmen of equipment and sup- 
plies. They ean be very helpful in 
demonstrating techniques and passing on 
information ne from a wide range 
of customers. 

National males 


Show Office Week 


| Forum. 
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do YOU collate! 


Are the scenes at the left 


familiar? 


One girl at the Thomas Colla- 
tor pictured can match the 
production of as many as four 


girls “‘gathering’’ manually. 


If this saving interests you, 
please write us for Folder 
No. 102 and the full story. 


Thomas C dintene 


specialists in paper gathering 
Dept. B, 30 Church Street © New York 7 © Digby 9-2270 





mark of the fine office 


WORDEN SECRA-TYPE DESKS 
FEATURE EFFICIENCY AND 
FATIGUE REDUCTION 





The stationery compartment is 

an integral part of the mecha- 

nism and is automatically con- 

trolled when typewriter is 

placed in position of storage 

or use. Stationery is always at 

operator's finger tips without 

changing from writing posi- 

tion. Positive action, no vibra- 

tion, full top working surface. 

The last word in convenience, No. 242ST — 42” x 32” 
economy and fatigue reduction. Patent No. 2133807 


WORDEN “ww 
wonoen Maas NOuLeND mica, ae 
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AMA Elects 


K. B. Willett, vice 
president, Hardware 
Mutuals, Stevens 
Point., Wis., was 
elected vice presi 
dent in charge of 
the office 
ment 


manage- 
division of 
American Manage- 
Assn. E. H. 


Conarroe, 


ment 
manager, 
Policyholders 
ice Bureau, Metropolitan Life Insurance 
Co., New 
to fill the 
Coleman L, 


K. B. Willett Serv- 


York, was elected a director 
term of the late 
Lawrence A, Appley 
James QO. 


unexpired 
Maze. 
was reelected president and 


Rice was administrative vice 


president and secretary. 


renamed 


NACA Officers 
A Brooks Heck 


ert, professor of ac 
counting at Ohio 
State University, 
was elected presi 
dent of the Na 
tional Assn. of Cost 
Accountants at the 
annual meeting. 
Vice presidents are 
Charles J. Dough 
erty, controller and 


J. Brooks Heckert 


assistant secretary, 


Printing Co., 


Eureka Specialty 
Pa.; Herman C, 
Heiser, vice president, Crown Can Co., 
Philadelphia; Carl E. Lindquist, sales 
controller, Telephone Division of West- 
ern Electric Co., New York; Nels C. Nel- 
son, partner, Peat, Marwick, Mitchell & 
Co., Chieago; Charles E. Rawlinson, Price 


Scranton, 


138 


Waterhouse & Co., Portland, Ore.; John 
W. Schlosser, vice president, C. K. Wil- 
liams & Co,, East St. Louis, Ill.; George 
W. Schwarz, viee president and control- 
ler, Wyandotte Chemicals Corp., Wyan- 
dotte, Mich.; Robert B. Service Jr., in- 
ternal auditor, Norton Co., Worcester, 
Mass. Philip J. Warner, president, Ron- 
ald Press Co., New 
treasurer. 


York, was reelected 


SPAA Officers 
The Systems & 
Procedures Assn. of 
Ameriea elected the 
following officers 


for 3: James 
Thomson, United 
States Steel Corp., 
Pittsburgh, presi- 
dent; John W. Has 
lett, Shell Oil Co., 
New York, vice 
president; John R. 
Crowley, U. 8. Gypsum Co., Chicago, sec- 
retary; Elmer E. Klein, Gulf Oil Corp., 
New York, treasurer. Retiring president 
A. L. Mettler, Electric Storage Battery 
Co.,. Philadelphia, is 


James Thomson 


chairman of the 
council, A new 
chapter is being formed in Cincinnati by 
a committee headed by David J. Maun- 
drell, Manufacturer’s & Merchants In- 
demnity Co. 


president’s advisory 


Johnson Leaves NABAC 


Evan M. Johnson, after 46 years of 
work in the field of banking, has re- 
signed his position as executive director 
of National Assn. of Bank Auditors & 
Controllers. During the early years of 
the association’s development, he served 
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NOW YOUR SECRETARY q 
CAN BE IN TWO PLACES AT ONCE! 


The more freedom your secretary enjoys, 
the greater her value to you. SoundScriber gives her 
that greater freedom. Freedom from daily time-consuming 
personal dictation ... freedom to devote more hours 
to more important work. And today, remember, good 
secretaries are hard to find and keep.* 
So, treat yours considerately. Make her job 
and yours easier with SoundScriber. 
Mail coupon today for the full story. 


It’s worth reading. 


* Recent business surveys show competent secretarial 


help is at an all-time premium. 


Cnn 
SOUNDSCRIBER Corporation, New Haven 4, Conn. 
Please send me “Tycoon Brochure.” 


OUND/CRIBER 


First All Electronic Dictating System 
First Disc Dictating Equipment 
230 Sales and Service Centers Coast to Coast 





Address 








{ 
| 
| 
| Name 
| 
| 
i] 

















Olivetti, the only fully automatic Printing Calculator, answers the need for efficient aid in expediting 


today’s complex business processes. It provides entirely 
automatic multiplication, division, addition and subtrac- 
tion, while keeping a permanent tape record of all cal- 
culations and results, including credit balance. No special 
operator training is required. A demonstration under your 
own conditions can be arranged with your nearest Olivetti 
representative — there are sales and service offices in 
over 300 cities throughout the United States. Olivetti 
Corporation of America, 580 Fifth Avenue, New York 36. 
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in many capacities and was president in 
1935-36. He became NABAC’s executive 
director in 1949, 


SAM Officers 


Edward W. Jochim, general manager 
of the Chicago plant of Personal Prod- 
ucts Corp. (subsidiary of Johnson & 
Johnson), was installed as president 
of the Society for Advancement of 
Management. Other officers are Bruce 
Payne, Bruce Payne & Associates, West- 
port, Conn., executive vice president; 4. 
O. P. Hummel, Mutual Security Agency, 
Washington, D. C., secretary; Ilarold 
Engstrom, Sylvania Electric Products, 
New York, treasurer. 


AMA Workshop Seminars 


American Management Assn. will hold 
its oftice management workshop seminars 
Oct. 1-3. Subjects include office budgeting 
and cost control, analyzing and apprais- 
ing office operations, manpower problems, 
records management and forms control, 
job evaluation and merit rating. Booklet 
describing the workshops can be had 
from AMA at 330 West 42nd St., New 
York 36. 


Some of the ma- 
chines in the Aijr 
Force Finance Cen- 
ter offices in Denver 
where Fiberglas non- 
combustible acousti- 
cal ceiling board 
was recently in- 
stalled to reduce 
the noise level. 
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Robert Cameron (left) of Socony-Vacuum Oil 
Co. and president of Office Executives Assn. 
of New York, welcomes Martin A. Coyne, 
personnel manager, M. W. Kellogg Co., New 
York, who is OEANY's 600th member. 


Spraying FOAB Records 


The Bureau of Old-Age and Survivors 
Insurance is spraying 102,500,000 Social 
Security records with plastic Krylon 
Aerylie Spray to prevent smears and 
wear from repeated handling. Two men 
are spraying the records in special booths 
in the Baltimore office. It will take them 
about a year for the job. 











...and 1001 other uses. 


From product packaging to 
lading tags, the coin envelope 
by Sheppard. 

All Shepco envelopes—Only Shepco envelopes 


have MINT-E-SEAL” 


the FLAVOR FLAP 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 
Planning a New England Vacation? 


Write for free Vacation Folder, Dept 118. 
PROBLEMS 


3 PHON SOLVED ——_ 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 oe 


Room 
New York 16 











SPAA Adds 4 Chapters 
New 


cedures 


Pro 
been 


chapters of the Systems &«& 
of 
formed Cleveland, 
City Philadelphia. 
delphia’s second chapter 


America have 
Boston, Kansas 
This Phila- 
(chapters are 


Assn. 
in 
and is 
limited to 60 members). 


Turnpike Toll System 

A system of punched card accounting 
machines combined with axle-counting, 
developed by Remington Rand, has been 
in operation on the southern 53-mile see- 
tion of the New Jersey Turnpike which 
was opened between the Delaware Memo- 
rial Bridge and Bordentown last year. 
A pay-as-you-leave ticket system 
tabulating cards, pre-punched to indicate 
the point of entry to the highway and 
the type of vehicle. As the vehicle ap 
proaches the exit toll 
trian-proof’’ treadle registers the num- 


uses 


gate, a ‘*‘ pedes- 
ber of vehicles and axles. Treadles indi- 
the number of rolling 
but differentiate to the 
forward This is 


cate only axles 


over them, as 


direction, or reverse. 





0) 


Moore KEY CONTROL 


* TRADE MARKS 


gy wy} | 

Filing Cabinet Trays, 
Desk ‘Drawer Inserts, Key Panels 
for Every Size Including Tags, Re- 
ceipts, Index Cards, Key Envelopes, 
etc, 


Key Cabinets, 


For Information write: 


P. O. MOORE INC. 


302 Fourth Ave. New York 10, N.Y. 
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recorded in remote electrical 
one for each toll lane, all 
the register room of the 
utility building accessible only to central 
office tellers and maintenance’ men. 
Stamped on each ticket by a validating 
machine are the exit interchange num- 
ber, time and date of collection and num- 
her of collector. As the collector goes 
off duty, he puts his collected fares in a 
money bag with deposit slip and corres- 
ponding tickets with duplicate deposit 
slip in another bag, depositing these in 
a vault in the utility building. Each 
morning a teller picks up the money, 
tickets and tapes from the electrical re 
corders and them to the 


“ SHREDMASTER destroys 
confidential records 
quickly, simply, quietly” 


housed in 
interchange 


takes eentral 


... says Chase Bag Company | 
| 


Shredmaster shreds records into unread- 


able strips quietly, without litter or dust. | 


Saves tearing, toting, burning ... while 


assuring absolute destruction of confi- | 


dential papers and obsolete records. Safe 
and easy to operate. Gray 
monizes with other office 
Negligible maintenance. 


Write today for complete information. 


SHREDMASTER 


Shredding Machines 
a product of—The 
205D Willoughby 


Division of Self Winding Clock Corapany 


Shredmaster Corporation 


Avenue, Brooklyn 5, 


til: 


PRECISA DISTRIBUTORS 
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recorders, 


finish har- | 
equipment. | 





New York | 


INC. P.O.BOX 


office where all are mechanically audited. 
Summary cards tabulate data on mileage 
for each type of vehicle, average revenue 


for each type and traffic volume, 


Takes a Woman to Tell Her 


A report from SoundScriber 
shows that a woman should be designat- 
ed to teach a secretary the use of new 
dictating machines. ‘‘Normally, the 
salesman who made the original 
will teach both the boss and his secre- 
tary. We have found that a woman is 
better suited to teach the girl, because 
all too frequently the secretary identi- 
fies the salesman with management, and 


Corp. 


sale 


SAVE STEPS... SAVE MONEY 
PROMOTE SAFETY 


“ OFFICE TO YARO 
OFFICE TO OFFICE 


= 
Wl rel E & L € oe srgoiaras 


Self Powered 
ELECTRIC 


TELEPHONES 


@ Undistorted speech 
ability 

@ Up to 12 stations with many pos 

sible circuit voriations... bell of visual 
signals... relay operated gongs, horns 
lights, etc 

@ NO BATTERIES and NO OUTSIDE 
power source. Nothing to replace. No 
maintenance 


instant avail 


@ No fire hazard. The perfect emer- 
gency system. Low in first & last cost 


Write for details and name of nearest distributor 


THE WHEELER INSULATED WIRE CO., 
Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN. 


KEY ADDING MACHINE 


15357 SALT LAKE CITY 





‘““Paper Punches Every Office Needs!’’ 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11° x 844" sheets. 








TIS 





Order from your Stationer or Office Supply Dealer 
\ NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS : 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean ” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches 4’ 
hole, 4%" from binding edge. 








THE SLOW WAY 


“SPLIT-SECOND” PAYROLL TAX COMPUTER 


PAYS 
FOR ITSELF 
IN 30 
DAYS 





Why toil with dog-eared charts 
yever ES and reams of figures, when pay- 
CALCULER-D gsote! rolls can be so simple... 


‘Olitumel mits greatest time savers Inter avelaletatelelia 


THE AYRES WAY 


offered payroll clerks, auditors drums permit chang 
and bookkeepers since F.C A ing «harts for tax 
elare mm a Alislalalieliale mae? Gn 7 stal Mlal ie) 


effect Urrate| by concerns em 


SOLD ON 
ploying from 20 to 20,006 30 DAY TRIAL GUARANTEE 

A twist of the fingers ... and 
complete F. |. C. A. and With- 
holding Tax deductions appear on 


a single line...Saves 50% time. 


FOR ANY PAYROLL SCHEDULE 
WEEKLY © BI-WEEKLY © MONTHLY © SEMI-MONTHLY 
Special Drum-Chorts Desiqned 
W te far terature Ind Taal; ff 


E. P. WILMER, INC. @ 3044 Riverside Drive @ Los Angeles 39, Calif 
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subconsciously resists learning from 
him,’’ the report concludes, 


Office Wage Surveys 

The Bureau of Labor Statistics, Dept. 
of Labor, offers free preliminary results 
of community wage surveys of office 
workers in Newark-Jersey City, N. J.; 
Philadelphia-Camden; Pittsburgh; and 
Scranton, Pa. Copies of the following 
complete surveys, made early last year, 
may be had from the Government Print- 
ing Office, Washington 25, D. C.: Cleve- 
land, 25c; Hartford, Conn., 20c; Seattle, 
20e. Kansas City, Mo., 20ce; Richmond, 
Va., 15¢; Denver, 20c; Memphis, 15c; 
Providence, R. I, 20¢; Minneapolis-St. 
Paul, 25e; Oklahoma City, 15e. 


Fair Tax Administration 

Creation of an independent tax settle- 
ment board to give taxpayers greater 
confidence in the fairness and imparti- 
ality of tax administration was urged in 
a resolution adopted by the council of 
American Institute of Accountants. Pro- 
cedures for settling tax controversies are 
less independent now than before the cur- 
rent reorganization of the Bureau of 
Internal Revenue, the resolution points 
out. The council endorsed the proposal 
for a tax settlement board outside the 
bureau which is contained in a_ bill 
(HR-1062) introduced in Congress by 
Rep. Wilbur D. Mills of Arkansas, a mem- 
ber of the House Ways and Means Com- 
mittee. 


Records Analysis 

Stivers Office Service, Chicago, has 
opened a records analysis department 
headed by Lee Gilmour. It will make 
comprehensive file surveys, file audits, 
management reports on records reorgani- 
zation and supply temporary clerical help. 


halle 


Sirs: Due to the number of magazines 
received, I have found it impossible to 
keep them all and for some time have 
been clipping the articles I want to re- 
tain. Quite often different articles are 
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THIN 
PAPERS 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


Use 


ESLEECK 


THIN: PAPER 


Stam \) (ost Gm fey ete. 


Clearcopy Onion Skin 
Fidelity Onion Skin 
| Resto ts Bothell xegel-te-) 
Prestige Onion Skin 


Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


I Cotetthtocenibbateleml @xodocboloceki, 


Turners Falls. Mass. 














TYPE CLEANING MADE EASIER 


< 
Typists ond business . 


machine operctors want 
*Norta Plastic Type Cleaner 
— i's easy to vse—no mess 

— no liquids to spill 

*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N.Y. ——___ 


“SLIP-ON” LABEL HOLDER 





SO-I For I"' Ring Books, 25c ea. 
$O-2 For 2"" Ring Books, 35c ea. 
$O-I% For 1%" Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


STATEMENT 
£.€.0. CORPORATION 
ore roanar 





Moder Resaci lies Sf i) 
308 E.8Bth St. Cincinnati V4 


NEW AND REBUILT 
1 TYPEWRITERS 


bh @ Portables and Office Sizes 


@ Used IBM Electric Type- 
writers and Used  Vari- 
Typers. 
@ Also Adding and Calculating Machines 
SATISFACTION GUARANTEED 


Over 20 Years in Business 


ALL LANGUAGES TYPEWRITER CO. 


Dept. O, 119 W. 23rd St., New York 11, N. Y. 
Telephone: CHelsea 3-8086 








printed on both sides of a leaf and as a 
result it is possible to retain only one of 
the articles. May I suggest that you not 
begin an article on the reverse of a page 
where another article ends, but that adver- 
tis —L. P. BRAD. 
LEY, St. Louis. 

What do others readers think of Mr. 


Bradley’s suggestion?— 


National Conference 
& Exhibit Calendar 


Chicago Stationery Show, Palmer House, 
Aug. 10-13. 

National Business Forms Associates, 
Cavalier Hotel, Virginia Beach, Sept. 
10-14. 

Life Office Management Assn., 
fonte-Haddon Hall, Atlantic 
Sept. 22-24. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 4-9. 

Controllers Institute, Book -Cadillae & 
Statler Hotels, Detroit, Oct. 5-8. 

American Institute of Accountants, 
Shamrock Hotel, Houston, Oct. 6-9. 

American Management Assn., Office Man- 
agement, New Yorker Hotel, New 
York, Oct. 16-17. 

Institute of Internal Auditors, 
Hotel, St. Louis, Oct. 19-21. 
National Institute of Governmental Pur- 
chasing, Edgewater Beach Hotel, Chi- 

cago, Oct. 19-22. 

Systems & Procedures Assn. of America, 
Roosevelt Hotel, New York, Oct. 20-22. 

National Business Show, Grand Central 
Palace, New York, Oct, 20-25. 

National Assn. of Bank Auditors & Con- 
trollers, Schroeder Hotel, Milwaukee, 
Oct. 27-30. 

Industrial Management Society, Time- 
Motion & Management Clinic, Sheraton 
Hotel, Chicago, Nov. 5-7. 

American Society for Personal Adminis- 
tration, Pfister Hotel, Milwaukee, Nov. 
20-21. 

National Business Teachers Assn., Con- 
gress Hotel, Chicago, Dec. 28-30 


Chal- 
City, 


Chase 
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Ease Vacation Shortages with this modern 


"Relief Clerk’ 
—Evans—— 


GATHERING RACKS 


When short-handed on workers, let the hand 





you have do more work! With an Evans 
GATHERING RACK one worker collates a 
y rapidly as two by obsolete methods. Asser 
' inter-office communications, sort papers, o 
3,500 Sheets an Hour Collated collate bulletin pages twice as iast, and at 
By One Worker! half the cost. 


GUARANTEED to produce quicker and more 
r~egenors Sr than any other collating aid on Sty ahiiils-k ellenadl sien Wiaalaee-albe ae 
PICTURED: Two 6-section DU Racks at $14.00 stands, collating without fatigue. Racks 

ea. 7 others, from $11.00 to $25.00. apse for setting aside 


Racks are all aluminum, each section holding 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 











Mais non! (But no!) Leave it to the French 


f 

million French for smart, smooth finesse in making mis- 
titty Men takes oblivious that might otherwise appear 
P Q obvious. Leave it to your office workers to 
C4 (NG: the same. Smart folks the world over 
NT BE wei know that Weldon Roberts Erasers correct 
afin wr} mistakes in any language—so smoothly that 
een ( Be they’re completely oblivious. That’s why 
you'll appreciate the erasers in this world- 

famous line. 


Be sure to ask your stationer 
for Weldon Roberts Erasers. 


WELDON ROBERTS RUBBER CO. 


6th Ave. & No. 13th St. Newark 7, N. J. 
WORLD's Foremost Eraser Specialists 





399 TRI-PLY. The orig- 
inal, superior, 3-layer 
eraser for typists. Two 
outer plies of red pencil- 
rubber for smooth, clean 
erasures on originals and 
carbon copies; center ply 
of soft gray ink-eraser 
for a single letter or a 
complete line. 














The Finest Machine 
of its kind for 
FLYING INSECT CONTROL 


Here is a new, quick selling, high profit unit 
that offers distributors and dealers a chance 
to increase their sales volume immediately. 
The Insecticider fills a definite need in offices 
everywhere—tilling flies and flying insects 
without mess or bother—without sprayers, 
dusters or costly equipment—quietly, efficient- 
ly and economically. Costs only pennies a 
month to operate. 


The Columbia _ Insecti- 

cider is made by 

lumbia Chemical 

pioneers in the vaporiz- 

ing unit field. It is of durable steel construction, 
built to conform with State and Federal :equire- 
ments.* Has thermostat, pilot light and overload 
fuse. It carries a two-year guarantee. 


WARNING—When you buy a unit be sure that it 
meets all State and Federal safety requirements. 
Government agencies warn that cheap machines 
and gedgets that do not incorporate the above 
elements could be dangerous. 


* Copy of I S. Interdepartmental Committee on 
Pest Control release of September 21, 1951, on 
request. 


COLUMBIA CHEMICAL CO. Inc. 


154 E. Erie Street Dept. O Chicago 11, Ill. 


Colurrbia—"'The Gem Of The Glycol Vaporizers" 








Job Opportunities 
For Accountants 


ONTINUED improvement in em- 

ployment opportunities for  ac- 

countants is expected during the 
next few years, according to a report 
by the Department of Labor’s Bureau 
of Labor Statistics. Expansion of de- 
fense production is making it necessary 
for private businesses, public accounting 
firms and government agencies to hire 
more accountants. About 300,000 pro- 
fessional accountants are now employed, 
and additional personnel, particularly 
cost accountants, will be needed. 

The bureau’s report, Employment 
Outlook in Accounting, is designed to 
acquaint persons interested in becoming 
accountants with the nature of the work 
performed, types of accounting services, 
fields of accounting (public, private and 
government), training and qualifications 
required, earnings and working condi- 
tions, as well as the employment trends 
and outlook. The 32-page Bulletin No. 





AUTOMATIC :} ACTION 


numbering mg 


consecutive 








in place of figtges. 


Clear-cut figures. 
Write for catalog E 


a FORCE 


64 White Street, New York 13 
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1048 was prepared in cooperation with 
the Veterans Administration, for use in 
vocational guidance of veterans and 
young people in schools and colleges. 
Copies are 20 cents each from Supt. of 
Documents, Washington 25, D. C. 

The accounting field has had a re- 


markably rapid growth both in numbers | 


employed and in types of employment 
opportunities. Growth of private ac- 
counting has outdistanced public ac- 


counting during the past half-century | 


and business firms now employ approxi- 


mately 150,000 accountants as full-time | 


staff members. Private accounting re- 


ceived its first great stimulus during | 


World War I, partly because of the 
need for better methods of cost control 
in connection with war production and 
partly because of the growth of scien- 
tific management. During the present 
defense period, Federal price regula- 
tions and other control measures are 
raising complex accounting questions 
and adding to the demand for account- 
ants. The Federal Government needs 


Car detail is an ‘Executive’ feature of superior 
quality in this modern, functional line of fine desks 
and tching jes. Write us for name of your 
nearest dealer. 





QUALITY guaranteed 
EFFICIENCY proven 
BEAUTY unsurpassed 


3 PRICE BRACKETS 
3 COMPLETE LINES 


EXECUTIVE 
FUR BEPWRE. svc. 


?.0. BOX 1048 — OKLAHOMA CITY, OKLA. 


LOW COST! 


LOOSE LEAF BINDING * 


© Easy to do in your own office 

© Permanent —self-locking 
posts 

® Strong metal hinges, 
Masonite covers 

© Binders stack neatly, 
no projections 





STOCK SIZES STORAGE BINDERS 


TO FIT THESE SHEETS: 
5%ax8BY% 82x88 9%2x12 
6x9% 8iaxll 
7x8 8Y%2x14 


liberty Binders are also 
made to order to fit any 





7x1) 9%x11% 11x17 | size sheet desired. 








WRITE FOR COMPLETE CATALOG AND 
NAME OF YOUR NEAREST DEALER 


-°USE THIS HANDY COUPON ---~-~~ 
Gentlemen, 


Please send us your latest catalog. 


Address 
Firm 


City 





y Dealer's Name 


BANKERS BOX COMPANY 


Record Retention Specialists Since I918 
720 S. Dearborn St.. © Chicago 5, Ill. 

















Codo'| 


Codo 
Soon 


~ perf seated 


‘en 


CARBON 
PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e@ TIME STAMP 
BOOKKEEPING MACH. e@ ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


" = 
CODO CARBON GRIPPER BACKING SHEET 


A patented Codo feature included in each Box of “Super- 
Treated” — “Super-Kote” — “Keen-Rite” (not for sale 


Codo-mre. corp. 


Factory: Coraopolis, Pa. 


ic 
270 Lafayette St 
New York 12, N Y 


564 W. Monroe St 
Chicago 6, til 


401 Wood St. 
Pittsburgh 22, Pa. 


accountants to analyze and audit the 
financial statements and reports sub- 
mitted by firms holding defense con- 
tracts. 

Tax legislation requiring all busi- 
nesses to maintain adequate accounting 
records and prepare annual statements 
of profit and loss has contributed to the 
growth of public accounting. Another 
factor has been the development of large 
business firms. The number of certified 
public accountants increased fourfold 
between 1920 and 1940 and has doubled 
in the last decade, reaching a total of 
40,000. Less than half of all persons 
engaged in public accounting hold the 
CPA certificate. 

The extremely large number of recent 
college-trained accountants has so far 
prevented a shortage in most localities, 
although the demand for personnel 
capable of filling high-level positions 
and positions requiring experience in 
narrowly specialized fields exceeds the 
supply. The number of college gradu- 
ates majoring in accounting, however, 
is expected to fall sharply in the next 
few years whereas the demand for ac- 
counting services will remain high (as- 
suming continued defense mobilization 
and a high level of business activity). 
New graduates should therefore find em- 
ployment opportunities improving. 

A continued increase in the demand 
for accountants may also be expected 


Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 


Large openings covered by trans- 

parent pyroxylin, white, blue, green, yellow, pink, or red. 
insertable labels in perforated strips for typing. 

2 Sizes, 1” wide and 2”. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free. 

Samples (5 or less) 2 cents each. 
8,575 used by Crouse-Hinds Co., Syracuse 


Chas. C. Smith Co., Mfr., Box 741, Exeter, Neb. 
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Percent of CPA's 
950 


ESS) cess tan 10 | 


KSS 10-49 
BSS] s 0-99 
GER 10.0 ano oven 


SOURCE AMERICAN INSTITUTE OF ACCOUNTANTS 


Half the 40,000 Certified Public Accountants are in New York, 


Pennsylvania 


over the long run. The tendeney for 
small as well as large businesses to ex- 


Illinois, California and 


pand their use of accounting assistance 
will contribute to this growth. 





MANUFACTURERS OF 


TIME STAMPS 
CHECK CERTIFIERS 
SERVICE DATERS 
QUICK-SET MACHINES 
DATE & NUMBERING 


t 


THE AJAX TIME STAMP CO., INC. with more 
than thirty years of experience in manufacturing 
time recording equipment, check certifiers, dating 
and numbering machines, guarantees you quality 
products with excellent dependable service. 


SEND FOR OUR COMPLETE CATALOG. 


AJAX TIME STAMP CO., INC. 
MANUFACTURERS 
368 BROADWAY 

NEW YORK 13, N. Y. 
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NEWS 
of the Industry 





A. B. Dick Advances Marble 
A. B. Diek Co. ere ® 

announced the ap- 

pointment of Ken 

neth B. Marble as 

distriet sales man 

ager for Wisconsin 

and Ili- 

During the 

614 years Mr. Mar 


ASSO 


northern 


nos, 


been 
ciated with A. B. 
Dick, he has been 
employed in the 
engineering, advertising and sales pro- 
motion departments. He gained his field 
sales experience with the Chicago dis- 
tributor and his background will be 
especially helpful to distributors in their 
lithograph sales programs in which he 
specialized in his former position as 
manager, special promotions. 


ble has 
Kenneth B. Marble 
sales 


training, 


sales 


Show Space Sales Are Up 


Rudolph Lang, managing director, Na- 
tional Business Show held in October in 
New York’s Grand Central Palace, stated 
that, ‘‘As of July 1, space sales for the 
National Business Show already exceed 
the total sales for last year. The phe- 
nomenal space demand,’’ he declared, 
result of the desire of manufac- 
turers to launch selling campaigns of 
new products at the height of the buy- 
ing season before a ready-made audience 
of the nation’s leading buyers and users 
of office equipment.’’ The 1952 show 
will be expanded to inelude all four 
floors of the Palace with the theme, ‘‘In- 
vest in America.’’ Former years saw 
the show restricted to two floors serving 
the office machine and equipment indus- 
try as a single industry. The additional 


oo 


152 


floors will be occupied by many large 
industrial firms to tell the story of the 
American free enterprise system and how 
it has contributed to the nation’s pres- 
ent greatness. 


Burroughs Appoints Dealers 


Burroughs Adding Machine Co. an- 
nounced an expanded marketing program 
which will, for the first time, make its 
adding machines and cash registering 
machines available through retail stores 
and local dealers in all parts of the U.S. 
and Canada. Heretofore, the company 
sold its products only through its own 
sales branches. Under the new program, 
distribution by direct company represen- 
tatives has been supplemented by re- 
leasing 15 hand and electrically operated 
models for sale also by dealers to be 
selected by the company. Machines in- 
cluded in the program ean be sold and 
applied to office problems without expert 
knowledge of accounting systems. All 
machines will carry the Burroughs guar- 
antee and the company’s service organi- 
zation will provide maintenance service 
on the same basis as with produets sold 
through Burroughs branches. With the 
rapidly expanding need for figuring 
equipment in small shops, offices, stores 
and even homes, the company’s produe- 
tion of adding and cash registering ma- 
chines has been continuously expanded. 
It has become increasingly difficult for 
Burroughs to meet the demand exclu- 
sively through its own sales organization. 
Under the new policy, Burroughs adding 
and cash registering machines will be 
more readily and widely available for 
everyone who needs low cost figuring 
equipment. 

Larger systems-type accounting, statis- 
tical and microfilming equipment will be 
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SURE WAYS TO MASTERFUL 
DUPLICATING IN YOUR OFFICE! 


Whether Offset, Stencil or Spirit Masters...We Make Them All! 


1. For Offset Duplicating — PLASTIPLATES 


Remington Rand Direct Image and Photographic Plastiplates 

are the nearest thing to stone lithography for office offset use 

today. You'll get longer offset runs with greater uniformity... 

capturing the whole of a line image... all the dots in a half- 

tone. And Plastiplates are so simple to process and file for 

excellent re-runs they’re ideal for offset operations everywhere! 
<a Y= 

2. For Stencil Duplicating — PROCEL STENCILS 

Remington Rand Procel Stencils assure long, uniform runs... 

copies that have print-like appearance, thanks to Procel’s sensi- 

tive plastic coat. This sensitivity, along with Procel’s great 

strength, gives you a stencil ideally suited to illustration, stylus 

and pen work. And Procel Stencils are so easy to read against 

the special white cushion sheet that banishes “stencil eyestrain” 





3. For Spirit Duplicating — REM-MASTERS 


Remington Rand Rem-Masters turn out brilliantly clear and 
sharp copies with greater handling ease, because Rem-Masters 
are one-piece, fold-over units ready for typing or drawing as 
they come from the box. Rem-Masters are available with a new 
stain-preventing overcoating that seals the color in, protects 
hands, face and clothing! And the extensive Remington Rand 
line is bound to contain the particular type of unit you need. 


For FREE descriptive folders on Plastiplates, Procel Stencils and Rem-Masters, 


call your local Remington Rand Business Equipment Center or write Room 2316, 
315 Fourth Avenue, New York 10, N. Y. 
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SANITARY BASES 


for 


all size files \ 


~ | 
| $360 z 


Letter Size $355 


pronto i. 


FILES 









Legal Size $435 


Check Size 540 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY 


—No more need of fussing and fuming. 
With Pronto files you can get at all 
records just as easily as in your regular 
active files. 


BEAUTIFUL APPEARANCE — 


Pronto files are beautiful in appearance, 
finished in an attractive olive green. The 
steel drawer front matches your regular 
active office files. 


STURDY CONSTRUCTION — 
Prontos are built of 275-lb. test corru- 
gated fibre board and reinforced with 
steel on the shell and the four corners 
of the drawers. 


SAVE FLOOR SPACE— Constructed 
so that they interlock into solid units and 
stack as high as the ceiling, saving valu- 
able floor space. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


285 Madison Avenuc 





PRONTO FILE CORPORATION 


New York 17,N.Y 





FOLLOW BLOC! 


made for any size f 


vailable as in the past only through the 
ompany’s sales branches, where trained 
ales representatives can give customers 
he technical assistance in methods and 
ystems required for its proper use. Bur- 
oughs’ widespread service coverage, 
adiating from more than 600 centers in 
ll parts of the U.S. and Canada, makes 

possible to enlarge distribution of 
hese products and continue to provide 
n-the-spot mechanical maintenance serv- 
‘e for all users. 


Allen Stock on Market 


The first public offering of common 
tock in R. C. Allen Business Machines, 
ne., has been made by Ralph C. Allen, 
bwner of the stock. Of 300,000 shares of 
ommon now outstanding, 144,000 or 
8% were offered at $11 a share. Sales 
arnings on 300,000 shares was $1.90 per 
hare in 1951, $2.05 in 1950, 91 cents in 
949, $1.89 in 1948, $4.70 in 1947 and 
2.85 in 1946. 


oll Appoints Burchfield 


Edgar Noll, Philadelphia distributor of 
Jlivetti Calculators, appointed Kenneth 
“. Burchfield as sales manager of retail 


and dealer sales. Mr. Burchfield, with 
yver 20 years experience in business, will 
issist in sales of the Addo-X Adding Ma- 
shine which Mr. Noll distributes in Penn- 
kylvania, Delaware and southern New 
ersey. 


A session of the rec- 
brds management 
ourse of five hour- 
essions directed by 
arian Ruth Wil- 
elm and sponsored 
by Diebold, Inc., in 
New York. 
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Remington Rand Managers 


Robert D. Brown has been appointed 
sales manager.for Systems Products Op- 
erations and Walter L. Cornwell has been 
named sales manager of Photo Records 
& Television in the home office of Rem- 
ington Rand Ine., it was announced by 
Howard V. Widdoes, vice president and 
general manager of Direct Sales 
and Services. Mr. Brown started with 
Remington Rand in 1940 in Providence 
as a system salesman. In 1947 he was 
appointed assistant branch manager of 
the Systems Division at Boston. In 1951 
he become branch manager at Hartford, 
a post he retained until his present ap 
pointment. Mr. Cornwell has been with 
Remington Rand for 37 years and with 
the Photo Records Department since its 
organization in 1932. 


sales 


Todd Export Corp. 


Formation of Todd Export Corp. as a 
wholly-owned subsidiary to serve more 
effectively its distributors in the West 
ern hemisphere outside the U.S. was an 
nounced by George L. Todd, president, 
Todd Co. The subsidiary for the present 
will handle only transactions with Yelmo, 
8.A., Mexico, but its will be ex 
panded to include Puerto Rico, Vene 
zuela, Panama and Cuba. Officers of Todd 
Export Corp. are Walter L. Todd, board 
chairman; George L. Todd, president; A. 
Richard Todd, executive vice president; 
Lawrence 8S. Callaghan, vice president 


scope 





and treasurer; Gilbert J. Owen, vice 
| president; Leonard T. Thomasma, secre 
| tary; Charles F. Watson, controller 
CARBON PAPER | Joseph Neides, assistant secretary 
George O. Everett, export manager 0 
| Todd Co., holds the same post in the nev 
| company. Todd distributors outside the 
the good | western hemisphere will continue to be 
served by the company’s export depart 

ment. 


made better 


Corry-Jamestown Officers 


David A. Hillstrom was named to the 
newly created position of chairman o 
the board and reelected president o 
Corry-Jamestown Mfg. Corp. D. Armou 
Hillstrom is vice president and genera 
manager; C, A. Hillstrom, vice presiden 
and assistant general manager; Mrs 
Charles A. Williams, secretary; H. H 
Keppel, treasurer; Ralph EF. Larson, vie« 
president in charge of sales; Roy A 
Kdgren, a vice president. 

From the blending of the 
permanent color inks to the Wins House Organ Award 





selection of the finest paper, The second annual award of the Hous 
NEV-R-KURL Carbon Paper | Magstinn litte fr “achievement 
is better. Carbons made with 

NEV-R-KURL Carbon Paper 
in your customer’s typewriters, 
billing and other machines 
give decades of lasting useful- 





ness, cost less to make . . . each 
sheet will make half again as 
many copies. Will not smudge, 
tree, curl or wrinkle, ending 
these annoyances for users. 


Write today for more information 


and free samples. 


Ohio Supreme Court Chief Justice Carl V.” 
Weygandt (left) presents a Freedom Founda- | 
tions Honor Medal to Roger Connor, vice’ 

abet = ~ egg president, McBee Co., for their local news- 
skis: obggbihaapeen paper advertising supporting the American 
economic system. ' 
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CLAR-O-TYPE 


CLEANS TYPE 


f 
eor® (i 


Bosses and typists 
alike endorse the 
deft, businesslike 
type-cleansing magic 
of CLAR-O-TYPE . . . so 
fast, so economical! 
Sturdy dauber elim- 
inates spattering and 
drudgery! Try it! 


AFTER 


60¢ ot all stationers 
and typewriter dealers 





te ee 





% ADJUSTO-SWING fits most desks, 
metal. Easily attached. 

% Adjustable to proper height. 

*% Converts flat top to Steno desks. 

% insures your machines against tipping over. 


wood or 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. 
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AVAILABLE AGAIN! 





i 
} a Order Today 


TTI 5 SHIPPED 
FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 














PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 








Detrolt 26, Mich. 


Poor Impressions? “Punched Out’ 
Letters? Hard-to-Read Copies? 


‘a DON’T BLAME YOUR 
SECRETARY! 


Equip her type- 
writer with a 


B. F. Goodrich 
Roller! 


¢—the only platen 
compounded with 
paradin, for long- 
er life and last- 
ing resilience. 
Your local type- 
writer dealer car- 
ries B. F. Good- 
rich platens. Call 
him today! 


Nationally Distributed by 


SHIPMAN-WARD MFG. CO. 


325 NORTH WELLS ST., CHICAGO 10, ILLINOIS 











to Pitney-Bowes, Inc. The citation, en- For Watson on West Coast 
graved on a copper and walnut wall 


plaque, reads, ‘‘ guided by Walter Wheel- Watson Mfg. Co., Jamestown, N. Y 
er, president, Pitney-Bowes has set an announced the appointment of Rush Pol- 
outstanding example by its enlightened grean and Wayne Journigan as represen 

conduct in the field of two-way indus tatives for the West Coast states. They { 
trial communications with its jobholders, will cover California, Oregon, Utah, Ari- 
shareowners, customers, and the publies zona, Nevada, Washington and Idaho for 
with which it has contact. By doing so, the sale of stock, contract and Rol-Dex 
it has significantly contributed to a more equipment. Mr. Polgrean had represented 

general understanding of business in Art Metal for several years in Seattle 
America.’’ and Los Angeles. Mr. Journigan has 








w/a ||| 
Feather Jouch » Light Weight MADE IN 
TYPEWRITER er GERMANY 


FAST TO OPERATE 
QUIET TYPING 
HANDY CONTROLS 
BEAUTIFUL IN DESIGN 


Compare Olympia and you will 

be convinced! Here is a machine 

designed and built to give last- 

ing service and satisfaction for 

years to come. Its feather touch 2 

and smooth efficient operation DEALERSHIPS 
prohibits “operator fatigue AVAILABLE 


while its clear sharp type assures Make 6 to 12 readable carbon copies on this full key- 


board machine with its 88 characters in choice of 3 type 
styles. Beautifully designed in claret, black or olive 
finish. Precision-built for heavy duty typing. Write for 
illustrated literature today 


INTER-CONTINENTAL TRADING CORP. 90 west st... N.Y. 6,.N. Y. 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


"/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


of clean, good looking letters 
even when typed at the highest 
speed. For guaranteed satisfac- 
tion make your choice Olympia 


| 


FEDERAL | 





- Wwuiaid 


FEDERAL 
1wuiaaid 
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been a manufacturer’s representative on 
the west for the past five years. 
They have taken an office at 1406 South 
Grand Ave., Los Angeles. 


coast 


50th Year for Ames 


This month marks the 50th 


Ames Supply Co. The anniversary issue 
of its house organ, ‘‘ Your Man Friday,’’ 
shows the company’s growth from a 
small office and shop in Chicago to six 
branches throughout the country, an ex 
port subsidiary, a subsidiary operating 
in Mexico and a subsidiary rubber manu 
facturing plant. 


Ozalid Appointments 


The following changes in Ozalid’s sales 
personnel were announced by 
Naylor, general sales manager: 
Keough, 
now export manager. 
Swain, Atlanta branch sales manager, is 
assistant to the general 
Lincoln H. Williams, 
branch 


sales 


sales manager. 
formerly Syracuse 
manager, is Atlanta 
branch manager, replacing Mr. 
Virginia Mahoney is San 
branch office manager. 
is Washington branch 
Lamar D. Ramsey 


sales sales 


Fennell 
manager. 


Thomas 
office 
has been 


Joseph Burger, (right), president, Art Steel 
Co., was appointed to 
Dept. of Commerce executive advisory com- 
mittee. 
Commissioner Frank J. 


Councilman Brig. Gen. 


Connaughton and 
Charles E. Keegan. 


THe Orrick—August, 1952 


year of | 
service to the office machine industry by | 


Lewis P. | 
Richard | 
supervisor of export sales, is | 
Louis A. | 


Swain. | 
é : 
Francisco 





New York City's | 


Here he is congratulated by Deputy | 





COTTERMA 
ba Fe STEEL 
FETY LADDERS 


SA 
For Filing os 
sirone-Eery, to, Mov 
‘° asy ve 
to Climb. 
sana Shay Swivel Brake 
Casters which allow the ladder 
te be rolled freely when no one 
is on it. When you step on 
the rubber cush- 
rest on the floor 


7 heights—2 w 
d@ for clroular 51-0 and 


Chicago, 40, til. 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S, Pat. Of. 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 








Write for Our Cat 
LUT Seamer 11771] 


assigned to | 


|. A. DEHN. JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 


EFFICIENT 
NON-CORROSIVE 


BINDERS. VARIOUS 
LENGTHS AVAIL- 

ABLE FOR | 
Stes 


5/16” & 
EXPANSION UP TO 


7’. INCHES 
Prices with full detalis on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 


159 














you can sell 


Yianoe 


forms to every 


business up 
and down your 








Every business, whether large or small, can use Hano forms 
. . and you can sell them, with your own imprint, shipped 
direct under your label to your customer, but billed to you. 


You can sell these Hano items — 


@ Autographic Registers and Cash Drawer Units 


@ Portable and Desk Model Registers 
@ Multi-Snaps (one-time carbon sets) 
@ Standard and Custom Snap-A-Parts 
@ Continuous Carbon Interleat Forms 


@ Continuous Interfold Billing Forms 


Use our complete Quotation Service, 
or our Manual of Modern Business 
Forms. Write today for full details of 
the many Hano Dealer Services 





PHILIP 


HOLYOKE 


oe 


See the 
COMPLETE Line 
Visit Hono in 
Booth 65 
NSOEA Convention 
in Chicago 
October 4th Bth 


MASSACHUSETTS 


Established dealers wanted in the South, Southwest 


and Mid-west 


Ozalid’s southern sales region, Atlanta. 
Blue Print Co., Portland, has been ap- 
pointed Ozalid distributor for Oregon 
and certain counties in the south of 
Washington. 


Export Sales Manager 


Appointment of J. Fred Gray as ex- 
port sales manager was announced by 
Addressograph - Multigraph Corp. Mr. 
Gray, who since 1948 has been special 
export representative in New York, will 
be responsible to export manager D. C. 
Adams for dealership distribution out- 
side the U.S. and Canada. Guy W. 
Davis formerly Buenos Aires branch 
manager, succeeds Mr. Gray as special 
export representative in New York. 


Visirecord Appointment 

Herbert Weston, president, Visirecord, 
Inc., announced the appointment of Paul 
S. Nevin as general manager and treas 


: urer, 


Mosler Expands in Boston 

After 60 years at 84 Sudbury St., the 
Boston office of Mosler Safe Co. has 
leased 8,000 sq. ft. of showroom and of- 
fice space at 375 Boyleston St. Edwin H. 


Howard V. Dockerill uses one of the Dicta- 

phone Time-Masters carried on the new super- 

liner United States for the convenience of 
passengers. 
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sell the best in protection 


sell SCHWAB SAFES 


a complete line of Underwriters’ 
label Class A, B, C, FIREPROOF 
SAFES * VAULT DOORS * mercan- 
tile Class E round-door burglar- 
proof CHESTS. 


WRITE FOR INFORMATION 


the SCHWAB SAFE COMPANY 


Ey or) i a i INDIANA 


MANY LETTERS REACH US EVERY DAY 
from our business friends, proving that Buromarkt 
office equipment magazine is internationally recag 
nized. If you are interested in the European marke* 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the compleie 
ranae of Commercial Stationery by the news and 


trade journal 


BUROMARKT International Journal of Office Equip- 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


information from: Atlantic Service Agency, P.O. 


Box 415, Flushing, N. Y. INdependence 3.6815. 


Sample coples from: 


VERLAG PETER BASTEN, 


AACHEN, GERMANY 


| Tue Orrice—August, 1952 








Controlled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 


OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systome Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mess. 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


W~t°@ a 
owed. 4 7 
eco f 


e—O__ 


' 


REGALRITE BRAND 
RIBBONS AND CARBONS 
& 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13. N Y 











QOpicinat DHNER 


HANDY CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 
tion. 


ONLY ONE SETTING NECESSARY 
Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 
figures. 

68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 242% for cash ... 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable and 
efficient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-83 


Odhsner Sales inc. 


210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE OiSTRIBUTORS FOR US A, 





Mosler Sr., president of the 104-year-ol« 
firm, said the company will occupy it 
new quarters next month after the space 
has been completely modernized. Mosler 
has maintained a Boston office for 80 
years. The office is now under the super- 
vision of co-managers Arthur F. Ander- 
son and E. L. Parker. 


Webster Representatives 


F. S. Webster Co., Cambridge, Mass. 
announced the appointment of Raymond 
E. Wells and Thomas J. O’Leary Jr. to 
new sales assignments. Mr. Wells brings 
seven years of successful Webster con- 
sumer selling experience in the Metro- 
politan Boston area to his assignment as 
Webster dealer representative in the mid- 
south area, located in Charlotte, N. C. 
Mr. O’Leary is special dealer represen- 
tative in Webster eastern sales terri- 
tories. 


Photocopies on Plain Paper 


An experimental photographie system 
for making quick, inexpensive copies of 
documents in less than a minute was de- 
scribed by Dr. Cyril J. Staud, director of 
Kodak Research Laboratories. The sys- 
tem is in the development stage and a 
year of testing and development may still 
be necessary before it becomes available. 
Three copies of a letter were made in 
90 seconds, All necessary equipment for 
the operation was contained in a unit 
slightly larger than a standard type- 
writer. The demonstration was carried 
out under average room-lighting condi- 
tions. The system resulted from an in- 
vention based on a_ well-known phe- | 
nomenon discovered by a British photo- 
scientist in 1879. The method uses a 
paper matrix coated with photographic 
emulsion which, although light sensitive, 
is low enough to be unaffected by ordi- 
nary room lighting during handling. | 
When exposed with a document to a 
bright light source and placed in an 
activating solution, a master image is 
quickly formed, composed of soft photo- 
gelatin containing a dark dye. When this 
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master image is placed in contact with 
a sheet of ordinary white paper, a very 
thin layer of the dyed gelatin is trans 
ferred to the paper. This positive copy 
of the original document is immediately 
ready for any use. 


Justowriter Manager 


Henry J. Lindsay 
was named manager 
of the 
Division of 
méreial Controls 
Corp. He will have 
charge of sales pro- 
motion and future 
development of the 
company’s cold type 
composing machine, 
according to Chas, 
R. Ogsbury, president. Mr. Lindsay joined 
Commercial Control’s predecessor com 
pany in 1936 and 
manager of the Electric Writing Machine 
later, of CCC’s Electromode 


Justowriter 
Com- 


Henry J. Lindsay 


served as advertising 
Division and, 
Corp. 


SoundScriber in Knoxville 

Special Instruments ‘Laboratory, Knox- 
ville, Tenn., has formed Dictations Sys- 
tems, Ine. to sell SoundSeriber dictation 
according to R. W. 
SoundSceriber 


systems, 
vice president, Corp. The 
new firm’s president is Robert C. Moore. 
Hugh G. Neil is secretary-treasurer. 


Electronic Computer 

Thomas J. Watson, Jr., 
ternational Business Machines Corp., an 
nounced that a general purpose electronic 
calculator, one-fourth the size of IBM’s 
Selective Sequence Eleetronie Calculator 
built in 1948 and 25 times as fast, 
ing built. Two days after this was an 
nounced, orders were received for ten 
of the new machines. 


president, In- 


is be- 


Zephyr-American Moves 

is now 
offices at 
where the 


Zephyr-American Corp. 
ing its enlarged factory and 
95 Morton St., New York, 


occupy 
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AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


AUTOCOPY, INCORPORATED 
12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N. Y. 


Burroughs 


Select Rough — Rebuilt 


@ BooKKEEPING 

@ CALCULATING , 

@ ACCOUNTING . 
@ AppING AN® BILLING machines bought, sold, 


tented, repaired or re- 
ACME 


conditioned. Write for 
ADDING MACHINE 


current prices. 
SERVICE & SALES 321 BROADWAY « NEWYORK? N.Y 
CORP. Since 1927 


WO 4-1240° cable: Hodgmach 











CASH REGISTER 


WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 


Successors to 
Chicego Cash Register Parts ¢ 
2810 ADDISON STREET, CHICAGO 18, ILLINOIS 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 
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FINAL LINE 
IVPIST GUIDE 


Culon Taper 


EXECUTIVES welerme 
frual- line. CARBON 


It takes about $3,000 a year to run an 
office typewriter. Anything that increases 
output is welcome to management. 


FINAL-LINE Carbon is designed with 
3 punch holes at the top and bottom of a 
clean extension edge. They tell the Typist 
where to begin and warn her where to 
stop—thus correcting the most common 
fault in typewriting—typing too far down 
on the page. 


FINAL-LINE prevents needless re-typ- 
ing, is cleaner to handle. Turned around, 
it gives fresh, unused typing surface. Ask 
your Dealer or write us for samples. 


PEERLESS IMPERIAL CO., Inc. 


ey Ti eel Me Ohilla Mme lil- Me aclalelay 
28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 Bway + Chicago 2,179 W. WashingtorSt 


Detroit 18, 37 Linden St. River Rouge, Michigan 


| Rochester is at 
| liam G, 


latest machinery will permit needed pro- 
duction expansion of floor and desk 
model Rolodex files and the Autodex line. 
Dealers are invited to visit the new quar- 
ters. 


Audograph in Rochester 


Opening of a branch office for sales 


| and service of Gray Audograph electronic 


dictation and transcribing equipment in 
Rochester, N. Y., was announced by 
Ralph A. Nerrie, general sales manager 
of the Audograph Co. of New York. Lo- 
cation of the Audograph branch in 
343 East Avenue. Wil- 
MeDonnell is branch manager. 


| Royal Controller Div. 


F. P. Ryan, president, Royal Type- 


writer Co., announced the promotion of 
| two men in the controller’s division. Eu- 


gene T. Quinn, assistant controller, has 


been named to succeed William H. Parks, 


| controller, who retired Dee. 31. Christian 
| von Spreckelsen, supervisor of overseas 
| accounting, has been appointed assistant 


secretary. 


The results of Los Angeles County's primary 

election were tabulated on 69 Clary Adding 

Machines which were operated continually for 
48 hours with no breakdowns. 
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NO WORRY OR FEAR... - 


With Safeguard system of check protection there is 
no pay day fear. You'll be “worry free” and 
protected from the slick hand of check forgers every day. 
Safeguard Checkwriters with security lock 
are available in models H, K, Voucher and 
International. Get complete details, 
simply write Safeguard Corporation. 


Pr, 


eo 


Write for our 5 
Protective folder. 


Safeguard Corp. 


LANSDALE, PENNA. 


OVERSEAS DIST. — SAFEGUARD INTERNATIONAL 3312 LANCASTER AVE.—PHILA. 4, PENNA., U.S.A. 





Spee 











y 
Smeads TELL-I-VISION 


Filing System...is tailor made for 
any Business whether it be 
Large or Small 


. INDIViDyas — 


"eres how I# Works ,- 
. neous | NAme FOLDER 


f 5CeLe 
ws FoLd 


y 


é, 
/ 


j 
/ 


/ 


jh 
| 


PLASTIC 
TABS 
IN BRILLIANT 
COLORS 


Adding machine figures 


instruments from the files 


We say our system reduces filing time. 
Let us prove this. Write for free sam- 


ple guides and full data. DEPT. O 











The PARALINER is a new device to: rul- 
ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance — by step, with a — pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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must be verified by original | 


NAME PLATES 
for Desk and Door 


ENGRAVED e BEAUTIFUL 
DURABLE @ ECONOMICAL 
Plastic in 2 handsome finishes: 
Black or Grey. Clear white letters. 
Metal feet for desk, or holes and 
screws for door. 8” and 9” long. 
16 letters maximum. 


a0 


each, 
list 
LIBERAL 
DISCOUNTS 


WM. A. F OR C E 
ACCOUNTING, 
~ BILLING, 
BE Y— BOOKKEEPING 
: _ ee & ANALYSIS 
‘~~ MACHINES 


~~ ee 


RPORAT 


a 


We furnish all special features and rebuild | 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed, Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13.N.Y. 
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A view of the new 
showrooms of Block 
& Anderson Ltd. in 
London, showing 
their Banda spirit 
duplicators and 
Marchant calcula- 
tors. 


Royal Register Moves Percy S. Fassett 

Royal Register Co. has moved into ex- Percy S. Fassett, 64, branch manager 
panded quarters in Nashua, N. H., of Yawman & Erbe Mfg. Co. in Roches- 
where new facilities provide them with — ter, died unexpectedly June 27. Mr. Fas- 
three times the capacity of their old sett came to Rochester as branch man- 
plant, as well as additional space for fu- ager in 1922. Previously he had been a 
ture expansion. D., Raymond Brown, salesman in Buffalo for the firm for 
president, reported volume had increased. about ten years. 





It’s Time to Check Your Typewriters 


Your Typewriters Need 
AN ANNUAL ROLLER CHANGE 


For Best Results Insist on 
Ames 


FUTURISTIC 


5-Star Platen 


Manufactured and Distributed to Office Machine Dealers By 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 
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>ADVERTISERS ° 





Acco Products, Inc. ; 
Accounting Machine Export Corp. . : 
Acme Adding Machine Service & Sales Corp. 
Acme Visible Records, Inc. 

Addo Machine Co. 

Adjusto-Swing Office Machine ‘Stands Co. 
Advertising Council 

Ajax Time Stamp Co. 


Allen Business Machines, nc Cc. 31, 


Alliance Rubber Co. 

All Languages Typewriter Co. 
Amberg File & Index Co : 
American Carbon Paper Corp. , 
American Dictating Machine Co. 
American Stencil Mfg. Co. 
Ames Supply Co. ; 
Archbold, A. A. 

Art Steel Sales Corp. ... 

Atlas Stencil Files Corp. 
Autocopy, Inc. 

Autographic Register Co. 


Benkers Box Co. 

Barrett Adding Machine Division 
Basten, Peter .... 

Battye- “Franklin Corp. 

Block & Anderson Ltd. 

Box 852 
Bruning Co., Charles 
Burroughs Adding Machine Co. 


Calculator Equipment Corp. . 
Carter's Ink - ; ? 
Clar-O-Typ 

Codo Mig. Poa 

Cole Steel Equipment Co. 
Columbia Chemical Co. : 
Columbia Ribbon & Carbon Mig. 
Convoy, Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph C 

Cramer Posture Chair Co. 


Dashew Business Machines Inc. 
Davidson Corp. 

Dehn, Jr., |. A. 

Dewberry Engraving Co. 

Dick Co., A. B. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 


Eastern Corp. 

Elliott Addressing Machine Co. 
Esleeck Mfg. Co. 

Evans Specialty Co. 

Executive Furniture Inc. 

E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., 
Facit, Inc. 

Federa| Business Products, Inc. 
Federal Cash Register Co. 


A. W. 
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35 
166 
163 

45 

88 
157 

94 
151 

32 
133 
146 


Force & Co., Wm. A. 
Frankel Mfg. Co. 


General Electric Co. 

General Multi Forms Sales Co. 
Gestetner Duplicator Corp. 
Gibian, Richard . 

Gilbert Paper Co. 

Gray Mfg. Co. 


Hamann Calculating Machine Co. 
Hammermill Paper Co. ; 
Hano Co., Philip 

Hectographia Corp. 

Hermetite Corp. . 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Ink Specialties Co. ; 
Inter-Continental Trading Corp. , 
international Cash Register Parts Co. 
Invincible Metal Furniture Co. 


Karl Mfg. Co. ... 

Kee Lox Mfg. Co. 

Kellog Swifchboord & Supply Co. 
Kline fo. Ww. 


Lanston Monotype Machine Co. 
LeFebure Corp. 
Litho Engineering & Research | 


Manifold Supplies Co. 

Marchant Calculating Machine Co. 
Marr Duplicator Co, 

Minnesota Mining & Mfg. Co. 
Modern Business Forms Mfg. Co. 
Moore, Inc., ee 

Morris Co., 


?¢ 
Bert M. 


National Business Show 

National Cash Register Co. ... 
New England Paper Punch Co. 
Norta Distributing Co. ; 


Odhner Sales, Inc. 

Office Products, Inc. 
Office Publications Co. 
Old Town Corp. 

Olivetti Corp. of America 
Ormig 

Outlook ‘Envelope Co, 


THe Orrick—August, 1952 





Palson og RR AT Ee ae ae : 
Paraliner Co. Pen iw obe ee 
Peerless Imperial Co. 

Phillips Process Co. 

Pitney-Bowes, Inc. 

Polychrome Corp. 

Precisa Distributors, Inc. 
Print-O-Matic Co. 

Pronto File Corp. 


Queen Ribbon & Carbon Co. . 


Rapid Roller Co. 

Regal Typewriter Co. 
Remington Rand, Inc. 

Replica Products Corp. ‘ 
Rex-Rotary Distributing Corp. 
Rising Paper Co. ... aa 
Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon 
Robotyper Corp. sie 
Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. : : 


Safeguard Corp. 

Schwab Safe Co. 

Scoti-nice Ce. ......... ; 
Security Steel Equipment Corp. 
Select-O-Phone Division 
Sheppard Envelope Co. 
Shipman-Ward Mfg. Co. 





KEEP COOL when you look up articles in past 
issues of THE OFFICE by filing your copies 
in these handy binders. Each binder holds six 
copies with complete index in the last copy 
(June and December issues). Order a pair 
of binders today for $3 (not sold singly) from 
Office Publications Co., 270 Madison Ave., 
New York 16. 
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Shredmaster Corp. 

Smead Mfg. Co. ... 

nee ry. Charles C. . 
mi orona Typewriters Inc. L. C. 
SoundScriber + Bog , . — 
Southern Friction Materials Co. 
Speed-O-Print Corp. 

Standard Manifold Co. 

Storms Co., H. M. 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


vechaygreph Co. 

omas Mechanical Collator C 
Todd Co. CAREC sionwy 
Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Uarco, Inc. 
Underwood Corp. 


Vari-Typer, The 
Victor Adding Machine Co. 
Vue-Fax Corp. 


Weber, Org., A. J. 

Weston Co., Byron 

Wheeler Insulated Wire Co. 
Wilmer Inc., E. P. 

Worden Co. 





KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
oo 
urability 


_. Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the merket. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 

greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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Duplicating 
Advances 
REPARE the master with care 
because the reproduction can 
be no better than the master! 
Irvin Herrmann and other of- 
fice reproduction experts have long 
preached this advice and, in this 
THe Orrice, there is 
detailed explanation of how to pre- 
pare masters for all office duplicat- 
office 
reproduction process is too compli- 
cated for efficient 
clerical personnel, but all processes 
have been so far advanced in ma- 


issue of 


ing processes. Today, no 


use by general 


chines, supplies and accessories as 
to offer unlimited possibilities to the 
more skillful technician. The greater 
the experience, skill and imagina- 
tion that an operator may possess, 
the greater the variety and quality 
of the work which ean be produced 
Actually, the 
finest color printing can be done on 
equipment familiar to offices if the 


on office machines. 


required skill, time and expense are 


Such 


machines by 


available. work is done on 


similar professional 
printers and is especially evident 


in the greeting card industry. 
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In addition to improving the 
scope of modern office duplicating 
equipment, manufacturers have 
built into it another characteristic : 
speed. It is believed that the speed 
and ease of operation of present-day 
copying equipment may well make 
the conventional copyholder obsolete 
since it is no longer necessary to 
have a typist retype anything unless 
the original is incorrect. If the or- 
iginal is right, the photo processes 
can far outstrip the fastest typists 
in making Kven the 
typing of stencils and other masters 
is on the way out with the appear- 
ance of facsimile machines. 


‘‘earbons.’”’ 


But the most important appliea- 
tions of reproduction processes to 
our office methods are the techniques 
by which duplicating can implement 
office systems. Here we are on the 
road to the ‘‘automatie office’ 
where someday our duplicating, eal- 
culating and recording processes 
will be merged into one overall of- 
fice machine system, and the human 
element will act only to oversee the 
operation and audit the final results. 
Just as electronies is beginning to 
penetrate into our calculating equip- 
ment, duplicating is moving into the 
accounting area to eliminate the 
drudgery and chance of error in 
the posting of individual bookkeep- 
ing entries. It’s a happy portent and 
it reminds us of the old advertise- 
ments that were headlined, ‘‘Take 
your bookkeeping out of the shadow 
of the pen.’’ Soon we will move out 
of the shadow of the key-top and 
there will be brighter vistas for 
scientifie office management ahead. 
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“MAKE 120 BRIGHT COPIES A MINUTE 
—IN 1 TO 4 COLORS AT ONCE OF ANY- 
THING YOU TYPE, WRITE, OR DRAW 


a eNO MATS! 

E ry eNO STENCILS! 
eNO INKING! 
eNO MAKEREADY 






ee | NEW 
‘mews | DITTO.D-10 


* MENUS 


* QUOTATIONS, LIQUID PROCESS DUPLICATOR 


BIDS with “MAGIC” Fingertip Copy Control for 


* POSTCARDS All-Over Brightness of Every Copy 
* ESTIMATES ‘ ° ‘ 
@ The new Ditto D-10 provides the quickest, most 


ee ee economical and most satisfactory way to make 

* SKETCHES copies. It's ready for instant use: your original 

* STATEMENTS writing, typed sheet or drawing is your “Master’’— 

® SPECIFICATIONS No stencils to cut, no type to set, no inking, no : 
© GRAPHS makeready. You turn out 120 bright copies a minute, 
® CONTRACTS in one to four colors at once, on varying weights of 

© MUSIC SCORES paper or card, in sizes from 3 x 5 up to9 x 14 


inches in size. 
® HOUSE ORGANS 


* NOTICES “MAGIC” CONTROL INSURES BRIGHT COPIES 


® RADIO SCRIPTS The sleek lines of the D-10 proclaim worthiness within. It 
has smooth, Balarited action, it has wear-arid corrosion- 

* DRAWINGS . : resisting stainless steel parts. “Magic”-copy control makes 
® EXAMINATION ~ every copy clean-cut and bright. Sure and simple, D-10 
QUESTIONS makes an expert of every user. Let us prove it-—you 


* NEWS RELEASES be the judge! DITTO, Inc., 2270 West Harrison, 


Chicago 12, lll., Branches in Principal Cities. 
* LESSON SHEETS 


© REPORTS FROG vemonstaarion—no OBLIGATION! 








No wonder Underwood is the typewriter leader of the world 


That represents a lot of typewriters for Then you'll see, too. . . and quickly 

business ... perhaps more than you’d ... why over seven million Underwoods 

think possible from one manufacturer. have been purchased to speed so much 
Have YOU seen the new Underwood of the world’s typing. 

Typewriter with that smooth, s-m-o-o-i-h 

touch and Underwood’s exclusive Underwood Corporation 

See-Set Margins? Typewriters...Adding Machines... Accounting 
Ask your local Underwood represen- achines bon Paper . . . Ribbons 

tative to give you a demonstration. One Park Pica New York 16, N.Y. 


There is no obligation on your part. " bw jm =a sear ae 


Underwood QiydeTawk, DeLuxe 


© 1952 








